RD I nstruction 2003- A

PART 2003 - ORGAN ZATI CN
Subpart A - Functional O ganization of the Rural Devel opment M ssion Area
§ 2003.1 Definitions.

EEO - the Equal Enploynent Qpportunity Act of 1972,
42 U.S.C. § 2000e et seq.

&M - Qperations and Managenent .
P&P - Policy and Pl anni ng.

RBS - Rural Business-Cooperative Devel oprent Service, USDA or any successor

agency.
RHS - Rural Housing Service, USDA, or any successor agency.
RTB - Rural Tel ephone Bank authorized by 7 U S.C 944,

Rural Devel opment - Rural Devel opnent m ssion area of USDA

RUS - Rural Wilities Service, USDA, or any successor agency.

Secretary - The Secretary of USDA

USDA - the United States Departnment of Agriculture.

8§ 2003.2 Ceneral .

The Rural Devel opment mssion area o f the Departnent of Agriculture was
established as a result of the Departnent of Agriculture Reorganization Act of
1994, Title Il of Pub.L. 103-354. Rural Devel opnent’s basic organi zati on
consi sts of Headquarters in Washington, D.C and 47 State Ofices.
Headquarters mai ntain overall planning, coordination, and control of
Rural Devel opment agency prograns. Admnistrators head RHS, RBS, and RUS
under the direction of the Under Secretary for Rural Devel opnent. State
Directors head the State Ofices and are directly responsible to the Under
Secretary for the execution of all Rural Devel opnent agency prograns wthin
the boundaries of their states.

DI STR BUTI O\ WSDC Adm ni strative
O gani zat i on
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§ 2003.2 (Con.)

O gani zation charts are nmade to show responsibilities and au thorities.
Al officials must know the structure of the Rural Devel opment m ssion area.
Exhibit A of this subpart shows the assignnent of functions for the agencies
in the Rural Devel opnent mssion area. Exhibit B of this subpart shows the
structure of the agencies in Rural Devel oprent.

88 2003.3 - 2003.4 [Reserved]

§ 2003.5 - Headquarters organi zation .

(a) The Rural Devel opnent Headquarters is conprised of:
(1) The Ofice of the Under Secretary;

(2) Two Deputy Under Secretaries; and

(3) Three Admnistrators and their staffs.

(b) The Rural Devel opnent Headquarters is |ocated at 1400 | ndependence
Avenue, S.W, Washington, DC 20250-0700.

88 2003.6 - 2005.50 [Reserved]

Attachnents: EBExhibits A and B
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U S DEPARTMENT OF AGRI CULTURE (USDA)
Rural Devel opmnent

Ofice of the Under Secretary

A Assi gnrment of Functi ons

1. Manages and adninisters the prograns and support functions of the
Rural Devel opment nission area, which provide assistance to rural

Aneri cans, businesses, and comrunities in obtaining adequate and

af f ordabl e housi ng; provi de access to needed community facilities,
electrification, tel ecomrunications, clean drinking water and water

di sposal systens; and provide for inproving econom c opportunity through
busi ness and i ndustrial devel opnent.

2. Assists the Secretary in carrying out the Secretary’ s responsibility
for | eadership and coordination of national and |ocal Rural Devel opnent
efforts.

3. Oversees the nanagenent and adm ni stration of Rural Devel opnent’s
prograns in the designated State offices.

4. Represents the Secretary with Congress, the Ofice of Management and
Budget (OWB), other Federal and State agencies, special interest groups,
and the general public.

5. Assures that public information and activities are coordi nated

bet ween Rural Devel opnent and departmental public affairs offices and
that such activities reflect outreach prograns and techni cal assistance
efforts on the part of Rural Devel opment to inprove the quality of life
for rural Anmerica.

B. Avail ability of Information

I nformati on concerni ng Rural Devel opment may be obtained fromthe Ofice
of Communi cations, Rural Devel oprment, U. S. Departnent of Agriculture, Stop
Code 0705, 1400 I ndependence Avenue SW Washi ngton, DC 20250-0705.
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C Regul ati ons

Regul ati ons governi ng Rural Devel opment prograns may be found in 42
USC 147 et seq., 7 U S. C 1932( i), and 7 U S.C. 2008-2008d.

D. H storical Docunents

For the creation of Rural Devel opnent, see Title Il of Pub. L. 103-354,
the Department of Agriculture Reorganization Act of 1994. For historical
docunents covering Rural Devel opment agencies see H storical Documents section
under each agency O fice of the Adm nistrator.
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Ofice of the Deputy Under Secretary
Pol i cy and Pl anni ng

The Under Secretary, Rural Devel opnent, has del egated to the Deputy Under
Secretary, Policy and Planning, responsibility for formulation and devel opnent
of short- and | ong-range rural devel opnent policies of the Departnent in
accordance with 7 CFR 8§ 2.45 for the Rural Housing Service, (RHS), Rural

Busi ness- Cooperative Service, (RBS), and the Rural Wilities Service, (RUS).
The Deputy Under Secretary, Policy and Pl anning, provides guidance and

supervi sion for research, policy analysis and devel opnent, strategic planning,
partnershi ps and special initiatives. For budget and accounting purposes, all
of the staff offices under the Deputy Under Secretary, Policy and Pl anning are
housed i n RBS.

Assi gnrment of Functi ons

1. Wrks with the Under Secretary in advising and consulting with the
Secretary and the Secretary’s key associates, officials in OQvB, Menbers of
Congress, representatives of other Federal Departnents, and hi gh ranking
officials of USDA agencies in the fornulation and devel opment of short- and
| ong-range rural econom c and community devel opment policies of the

Depart nment .

2. FRully participates with the Under Secretary in program pl anni ng and
coordi nation of rural econonic and comunity devel opnent prograns and
activities. Advises the Under Secretary of special programand related

pol i ci es having a bearing upon the planning, devel opnent, and adm nistration
of the Department's rural econom c and community devel oprment prograns; and
perforns conpl ex assignments and anal yses which may lead to major shifts in
programdirection.

3. Recommendati ons direction and advi ses the Under Secretary on actions
necessary to foster integrati on of USDA rural econonic and comunity
devel opnent efforts with related activities of other public and private
i nstitutions.

4. Presents and correl ates policy and programrecomrendati ons emanating from
the three agencies (RHS, RBS, and RUS), under their direction. Devel ops
recomrendati ons and directs studies and anal yses designed to assist in

achi eving short- and | ong-range goal s.
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32 16 Ofice of the Deputy Admnistrator for Policy and Pl anni ng
(Housed i n RBS)

Assi gnnment of Functi ons

Al t hough housed in the Rural Busi ness-Cooperative Service agency for
budget and accounti ng purposes, the Deputy Adm nistrator for Policy and
Pl anning reports directly to the Deputy Under Secretary for Policy and
Pl anning, (P&P), Rural Developnent. This office is responsible for
coordi nation and oversight of all functions relating to Rural Devel opnent
policy and planning for the mssion area. In addition, this office is
responsi bl e for direct managenent of the Ofice of Policy, Pl anning, and
Eval uati on and perforns such other financial and managenent anal yses, and
legislation-related activities as the Deputy Under Secretary may prescribe
fromtime to tine.

The Chi ef Budget O ficer, assigned to this staff, serves as top policy
advi sor to the Deputy Under Secretary for P&, on all matters relating to
Rural Devel oprment budget policy and on plans and policies necessary for the
efficient and orderly conduct of budget-related activities. Mintains |iaison
and a working relationship with OvB, Department of the Treasury, and other
appropriate Federal agencies and entities in the private sector that inpact on
assi gned program ar eas.
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32 16 01 Budget Analysis and Pl anni ng D vision

Assesses potential inpacts of alternative policies on the mssion area’s
prograns and operati ons and devel ops recommendati ons for change. The unit is
headed by the Chief Budget O ficer, who individually serves as the top policy
official to the Under Secretary and Deputy Under Secretary on all matters
relating to mssion area budget policy.

Assi gnrment of Functi ons

1. Provides infornation, guidance, and support to RBS, RHS and RUS in
fornmulating policies related to rural community and econom c devel opnent and
inidentifying policy alternatives for dealing with issues. Reviews and
nmoni tors proposed policies and strategies to ensure that they are consi stent
with the Department’s and the Under Secretary’s m ssion and goal s.

2. Wirks closely with departnental budget officials to provide i ndependent
review and anal ysis of program operations while ensuring confornmance to USDA
and Rural Devel opnent policies. These studies are designed to provide

gui dance for budget formul ation, recomend policy changes to neet Rura

Devel opnent goal s and obj ectives, and recommend changes in budgetary |evels
based on program performance and anal ysis of alternatives.

3. Devel ops, coordinates, and manages Rural Devel opnent's policy on credit,
debt, and cash managenent issues and initiatives; review ng policy and
operational options; and assisting with inplenmentation. Serves as the conduit
bet ween Rural Devel opnent and OMB or Treasury for negotiations over policy
devel opnent, inplenentati on, and nonitoring. Assesses inpact of credit and
debt nanagement initiatives on agencies.

4. Coordi nates devel opment of perfornance nmeasures for the Rural Devel opnent
budget. Advi ses program managers on and assists in setting programgoal s for
i ndi vi dual prograns and States.

5. Mintains liaison and a working relationship with Ofice of Budget and
Program Anal ysis (OBPA), Ofice of Congressional Relations (OCR), O fice of
the General Counsel (O3, and other Departrmental units involved in
Congressional relations and public information.
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32 16 01 Research, Analysis and Information D vision

Anal yzes informatio n on rural conditions and the strategi es and
techni ques for promoting rural devel opnent. The division perforns, or
arranges to have conducted, short-termand major research studies needed to
fornul ate policy.

Assi gnnment of Functi ons

1. Participates in or conducts short- and | ong-term studi es and anal yses of
program or budget-rel ated issues at the request of program managers. These
efforts are designed to resol ve programissues and may incl ude serving on
special task forces and study groups and assisting special project teans in
comng up with potential nmethods for neasuring effectiveness and cost inpacts
of proposed program changes. Perfornms ad hoc financial and program
information retrieval and anal ysis, to support program operations, policy
devel opnent, and anal ysi s.

2. Provides assistance to programevaluators in RBS, RHS, and RUS and ot her
Rural Devel opment staff in structuring, conducting, nonitoring, and presenting
program eval uations. Mnitors evaluations for quality and i ndependence of

j udgrrent .

3. Performs the Rural Devel opnent managenent anal ysis function. Initiates and
perforns all types of managenment and productivity inprovements, and efficiency
and effectiveness studi es and anal yses.

4. ldentifies prograns that should be evaluated. Field tests new program
eval uati on met hodol ogi es to assure that prograns can be successfully
eval uat ed.

5. Assesses policy, organizational and institutional context, and constraints
affecting decisions; and assesses potential inpacts of alternative policies on
program and Rural Devel oprment operati ons.

6. Monitors studies and reports needed for Congress.
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32 16 01 Reinvention and Capacity Buil ding D vision

Coordi nates the nission area’s strategic planning initiatives, both at
the National level and in the State Ofices. The division assists the Rural
Devel opnent agencies in their inplementation of the Government Performance and
Results Act (GPRA) and special initiatives of the Adm nistration, USDA and
the Ofice of the Under Secretary, Rural Devel opnent.

Assi gnrment of Functi ons

1. Coordinates all CGovernment Perfornmance and Results Act activities for
Rural Devel oprent .

2. Coordinates the devel opnent and inpl ementati on of the Rural Devel opnent's
strategic plan. In cooperation wth program managenent, devel ops genera
statenents of plans, goals, and objectives for strategic planning that are
result-oriented and suitable to the selection of appropriate criteria for

nmoni tori ng performance and effectiveness. Coordi nates agency action plans.
Reports annual |y on actual performance conpared to goal s.

3. Advises program managers on appropriate content of State Rural Devel opnent
and mission area strategic plans, howto structure reviews and how to neasure
feedback to rate progress in individual prograns and States. O ganizes and
participates in planning sessions. Consolidates and anal yzes i nformation
obtained in the sessions. Assists participants in establishing | ong-range
goal s, objectives, mlestones, and nmeasures to be used to nonitor progress in
i npl emrenting the objectives.

4. Represents all agencies in Rural Devel opment on the USDA Custoner Service
Wrking Goup. Coordinates agency devel opment of custoner service plans.

O gani zes and pl ans executive training for custoner service planning.
Participates in preparing a 5-year plan for inproving customer service in the
agencies. Assists in developing training proposals to train States on
custoner service. Periodically reviews progress reports fromStates on their
custoner service activities. Provides technical assistance to States in such
activities as surveying, focus groups, benchmarking, etc.

(12-24-97) PN 284



RD I nstruction 2003- A
Exhibit A
Page 8

32 16 01 Rural Initiatives and Partnership D vision

Manages the m ssion area’ s invol vement and coordi nation with other
Federal and state departments and agencies to assess rural issues and devel op
nodel partnerships and initiatives to achieve shared rural devel opment goal s.

Assi gnrment of Functi ons

1. Manages the coordination with other Federal and State departnents and
agencies to assess rural issues and to develop joint initiatives to achieve
Rural Devel oprment goals. This includes managi ng such bodi es as the Nati onal
Rural Devel opment Council, including support and oversight of the State Rural
Devel opnent Counci | s.

2. Coordinates policy inplenentation within Rural Devel oprent and with ot her
USDA agencies. Develops initiatives to the point where they reach operati onal
status and then assists in their transition into fully operational prograns.
After this devel opment process, these newy operational prograns are assigned
by Rural Devel oprent nmanagenent to the appropriate Rural Devel opnent unit.

3. Mintains liaison with other USDA agenci es and Federal Departments in
program planning related to rural comrunity and econoni c devel opnent.

Mai ntains an active liaison with other USDA agenci es and Federal Departnents
regardi ng program pl anni ng, program eval uati on, and nmanagemnent anal ysis.
Coor di nat es speci al Wite House, congressional, adnmnistration, and other
initiatives within Rural Devel opnent and with ot her USDA conponents.
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Ofice of the Deputy Under Secretary
for Qperations and Managenent

The Deputy Under Secretary, for Qperations and Managernent, Rural
Devel opnent, fully participates with the Under Secretary in the | eadership and
direction in planning, devel oping, and adm ni stering overall admnistrative
managenent program policies and operational activities of RHS, RBS, and RUS

Assi gnrment of Functi ons

1. Fully participates with the Under Secretary in the planning, fornmnulation,
and direction of Rural Devel opnent admi nistrative nanagenent policies and
operations and oversees the integration of multi-admnistrative managenent
program polices and requirements with rul ti-programpolicies and requirenents.

2. Establishes and mai ntains effective working rel ationshi ps with nmanagenent
officials within the Departnent, other Federal agencies and representatives of
the private sector.

3. Participates fully with the Under Secretary in the coordination and
integration of objectives and plans of the three agencies in the interest of
bal anced adm ni strative operations, conpetent personnel practices, and

anal yses of funding levels for staffing and program expenses.

4. On behalf of the Under Secretary, and in consultation with the Rural
Devel opnent Agency Adm nistrators and department management official s,

provi des | eadershi p and gui dance in the devel opment and i npl enmentation of
Rural Devel oprment adm ni strative managenent program polices, plans, and

obj ectives to assure that conprehensive and sound adm ni strative and
operational nmanagenent is provided. Oversees efforts designed to utilize
shared resources anmong Rural Devel opnent and USDA agenci es and ot her Feder al
resour ces.
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07 50 State Ofices
(Housed in RHS)

Assi gnnment of Functi ons

State Directors report directly to the Under Secretary, Rural
Devel opnent, and are responsible to the three Rural Devel opment agency
Admnistrators for carrying out Rural Devel opnent program operations at the
State level, ensuring adherence to program plans approved for the State by the
Under Secretary, and rendering staff advisory and manpower support to Area and
Local offices. The Rural Devel opnent State Directors, for budget and
accounting purposes, are housed in RHS. Has full responsibility for naking
Single Famly loans and grants. The State Ofice al so makes and services
| oans and grants for Milti-Fam |y Housing, Comrunity Facility, Water and Waste
Di sposal , Business and Cooperative, and adm ni sters the Empowernent Zones and
Enterpri se Communities (EZ EC) program

The heads of najor programfunctions within each State O'fice who provide
oversi ght and | eadershi p on najor prograns and supervi se subordinate staff
(e.g., Chief, Rural Housing; Chief, Community and Business Prograns) wll be
titled (appropriate program, ProgramD rector).

The organi zational and field structure of offices belowthe State office will
operate under either a three tier programdelivery or one of the two tier
organi zational structures defined bel ow

07-50-99-0111 Area O fices
(three tier)

The organi zational level directly belowthe State level is the Area Ofice.
The position title for enpl oyees supervising this level will be titled Rural
Devel opnent Manager .

07-50-99-0111-05 Local Ofices
(three tier)

The organi zational level two levels belowthe State | evel will be naned Local
Ofices. The position title for enpl oyees supervising this level will be
titled Comrunity Devel opnent Manager.
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07-50-99-0111 Area Ofices
(two tier)

The organi zational |evel belowthe State level will be naned Area Ofices when
it involves delivery of substantially all Rural Devel opnent prograns. The

position title for enpl oyees supervising this level will be titled Rural
Devel opnent Manager .

07-50-99-0111-01 Local Ofices
(two tier)

The organi zational |evel belowthe State level will be naned Local O fice when
it does not involve delivery of all Rural Devel opment prograns. The position

title for enpl oyees supervising this level will be titled Community
Devel opnent Manager .
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07 15 Ofice of the Deputy Admnistrator for
per ati ons and Managenent
(Housed in RHS)

Assi gnnment of Functi ons

1. Is responsible to the Deputy Under Secretary for Qperations and Managenent
for directing and coordi nating the admnistrative and financial managenent
functions of Rural Devel opnent. For budget and accounting purposes, all of
the staff under the Deputy Admnistrator for Q&M are housed in RHS

2. Provides guidance and supervision to the managers of the Gvil R ghts
Staff, Controller, Admnistrative Services, |Infornation Resource Managenent
(IRV), Human Resources, and Communi cations organi zati ons.

3. Provides advice and assistance to the Administrators of RHS, RBS, and RUS
on overall admnistrative and financial nanagenent issues of concern to their
agenci es.

4. Represents and speaks for the Rural Devel opnent mission area in a liaison
capacity with Department-|level officials on consolidated adm nistrative and
fi nanci al managenent issues, functions, and responsibilities.
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07 15 01 Avil Rghts Staff
(Housed in RHS)

Assi gnnment of Functi ons

1. Is responsible to the Deputy Under Secretary for (perations and
Managenent, for providing | eadership and admnistration of the Gvil R ghts
Programfor RBS, RHS, and RUS.

2. Provides programdirection for the adm nistration, devel opnent, and
i mpl ementation of civil rights policies and procedures.

3. Provides advice and assistance to the Deputy Under Secretary and provides
i ai son services and support of programrequirenments and objectives. Manages
and supervises the GQvil R ghts office.

4. Conducts on-site reviews of borrowers and beneficiaries of Federal
financi al assistance to ensure conpliance with Titles M and VI of the Gvil
R ghts Act of 1964, as amended, and Title VIIl1 of the Gvil R ghts Act of
1968, as anended, Section 504 of the Rehabilitation Act, and the Americans
with Disabilities Act, and prepares conpliance reports.

5. Develops, nmonitors, and evaluates Affirmati ve Enpl oyment Prograns for
mnorities, wonmen, and persons with disabilities.

6. Coordinates and conducts comrunity outreach activities at historically

bl ack col | eges and universities; historically agricultural colleges,

uni versities, and institutions; elementary and secondary schools; and mnority
and wonen’ s organi zat i ons.

7. Responsible for oversight and adm nistrati on of special enphasis prograns,
such as the Federal Wnen's Program the H spanic Enphasis Program the
Disability Conpliance Program the Bl ack Enphasis Program and ot her prograns
as supported by the Departnent.

8. Responsible for reporting programand enpl oynent issues and responding to
special infornational requests.

9. Conducts and evaluates Title VI conpliance visits to insure that (EEO
prograns are bei ng adequately inpl ement ed.
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10. Conducts, nonitors, and schedul es training in enployment discrimnation

11. Processes and resol ves fornmal EEO conpl aints of enpl oyment
di scrimnation
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07 15 02 Ofice of the Controller
(Housed in RHS)
Assi gnnment of Functi ons
1. Is responsible to the Deputy Adm nistrator for Qperations and Managenent,

and serves as Controller and Chief Financial Oficer in executing requirenents
related to conpliance with the Chief Financial Oficers Act of 1990 and

provi des | eadershi p, coordination, and oversight of all financial nmanagemnent
matters and financial execution of the budget for the Rural Devel opnent
agencies (RHS, RBS, and RUS).

2. In consultation with policy officials, oversees the fornulation of budget
estimates for the entire Rural Devel opnent m ssion area in accordance with
Departmental guidance and with OVMB G rcul ar A-11, “Preparati on and Subm ssion
of Budget Estimates.”

3. Oversees the design, devel oprment, inplenmentation, and operation of budget
execution control systens in accordance with OvB Grcular A-34, "lnstructions
on Budget Execution.”

4. COversees the devel opnent and inplenentati on of internal and nmanagenent
controls in accordance with OMB G rcular A-123, "Internal Control Systens,”
and with the Federal Managers' Financial Integrity Act.

5. Responsible for the design, devel opnent, inplenentation, and operation of

integrated budgetary and financial accounting systens which conply with policy
gui delines and provide tinmely and accurate information, including perfornance

neasur enent .

6. Provides oversight to ensure financial systens conply with all financial
policies of central guidance agencies, accounting principles and standards,
reporting requirements, and corrective action taken on known weaknesses.

7. Ensures financial systens provide adequate internal controls and reliabl e,
tinely, and consistent financial information, mnimzing Rural Devel opnent’s
vul nerability to fraud, waste, and abuse

8. Fornul ates, recomrends, and inplenents Rural Devel opment accounti ng
pol i ci es.

9. Provides tinely and rel evant financial managenent advice and counsel to
policy officials.
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10. Coordinates production of the 5-year financial nanagement plan and annua
status report required by the Chief Financial Oficers Act.

11. Provides program managers and admni strative staff financial information
and performance neasures on the use of resources for conparison of budgeted
activity with actual results.

12. I nplenents professional devel opment and training prograns for financial
managenent and budget personnel .

13. Establishes incentive nmeasures for financial resources to solve probl ens
providing quality delivery of services that neet custoner needs.

14. CQversees the analysis of legislation and regul ations for inpact on
fi nanci al managenent systens.
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07 15 02 0001 Budget Division

Assi gnrment of Functi ons

1. In coordination with the Chief Budget Oficer, is responsible for

pl anni ng, devel oping, formul ating and presenting the overall program budgets
for the Rural Devel opment agencies. Analyzes revol ving fund budget
performance and prepares the overall budget subm ssion

2. P ans, develops, formulates and presents the overall adninistrative
budgets for the Rural Devel opnent agenci es and Under Secretary's support
staffs.

3. Establishes and mai ntai ns budgetary execution control over program account
funds. Coordinates and controls apportionnents and allotments to assure
conpliance with applicable | aws, regul ati ons and procedures, Congressional
intent, and managenent policy.

4. Establishes and mai ntains budgetary execution control over admnistrative
funds. Coordinates and controls apportionnents, allotnents, and allocations
to assure efficient delivery of services consistent with applicable | aws,
regul ati ons and procedures, Congressional intent, and nanagenent poli cy.

5. Prepares recommendati ons on budget |evels, strategy, allocations,
reprogramm ng, and policy changes to nmeet goal s and objectives. Provides
budget ary managerent support of Rural Devel opment headquarters and field
offices. Recomends adm nistrative operating plans and tracks adm nistrative
budget performance at all |evels.

6. Establishes and mai ntai ns budget reporting systens to provide current and
hi storical information on program and adni nistrative budgets.

7. Devel ops and prepares policies and procedures related to cash forecasting,
asset sales, Treasury borrowi ng, programinterest rates, outlay planning and
anal ysis and overall portfolio managenent. Provides analysis and managenent
of market and Treasury interest rates and projections.

8. Provides technical support to autonated budget systens design and
mai nt enance.

9. Provides coordination and assistance to Rural Devel oprent agenci es through
t he agency's budget |iai son
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07 15 02 0002 Fi nanci al Managenent D vision

Assi gnrment of Functi ons

1. Is responsible to the Controller for coordinating with the Ofice of

I nspector General (A G and the General Accounting Ofice (GAO concerning
audi ts being pl anned, conducted, reviewed, or resolved. Coordinates responses
on behal f of the Under Secretary to resolve programand financial audits.
Provides followup reviews to ensure satisfactory inplenentati on of audit
resol uti ons.

2. Provides oversight of the internal control activities of all organizations
within the Rural Devel opnent m ssion area, nonitors to assess conpliance and
eval uates the adequacy of internal control systens, processes, and procedures.

3. Provides analytical tools and support systens to assist all organizations
within the Rural Devel opnent mssion area in allocating and managi ng
adm ni strative resources.

4. Coordinates reporting of performance nmeasures for the audited financia
st at ement s.

5. Provides oversight for the Rural Devel opment m ssion area on the
A-76 programand its application to contracting activities.

6. Ildentifies financial-related changes resulting fromcash, credit, and debt
managenent policies and activities and coordinates with appropriate Rura

Devel opnent organi zations to assess the inpact and initiate needed system
changes.

7. Coordinates with accounting staff regardi ng operational and vul nerability
reviews of the accounting system assists with related evaluation in field
offices, and prepares reports and anal yses associ ated with the Federa
Managers Financial Integrity Act.

8. Prepares ad-hoc financial reports and studies, as required.

9. Mintains liaison and a working relationship with the RBS Deputy

Adm nistrator for Policy and Pl anning, OB, the Treasury, the USDA Chi ef
Financial O ficer, Rural Devel opnent organizations, and others to carry out
assigned responsibilities.
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07 15 02 0003 Ofice of the Assistant Controller
(St. Louis, Mssouri)

Assi gnrment of Functi ons

1. Is responsible to the Controller and for directing and supervi sing
subor di nat e organi zati onal activities consisting of the M ssion Support

Di vi si on, the Program Managenent Division (PMD), the Fiscal and Accounting
Division, the Electric and Tel ephone Fi nancial Qperations D vision, and the
Policy and Internal Review D vision.

2. Responsible for the design, devel opnent, inplenentation, and operation of
fi nanci al managenent systens and the financial portions of m xed systens in
conpliance with established policy guidance, e.g., Department, OVB, Treasury,
etc.

3. Performs conpliance reviews of financial managenent systens including the
i npl erent ati on and nonitoring of corrective actions and produces required
reports in accordance with OvB Grcular A-127, "Financial Mnagenent Systens.”

4. Maintains financial accounting data in conpliance with the gover nnent wi de
standard general |edger, producing required Treasury, OvB, and other reports,
including the conpletion of audited financial statenents and liaison with

audit agencies for the audited financial statenents.

5. Participates in Rural Devel opment IRMreview and pl anning activities to
ensure adequate consideration is given to financial managenment requirenents.

6. Develops, inplenents, and mai ntains accounting policies and standards in
accordance with general |y accepted accounting practices and other authorities.

7. Develops, inplenents, and mai ntains an effective custonmer service program
for all entities serviced by the Assistant Controller, St. Louis office.

8. Mintains |liaison and working relationship with OB, the Treasury, GAQ
Rural Devel opment organi zati ons, and others to carry out assigned
responsibilities.

9. Develops, inplenents, and mai ntains an effective financial managenent
pr of essi onal devel opnent program
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07 15 02 0003 01 M ssion Support Division

Assi gnrment of Functi ons

1. Is responsible to the Assistant Controller, St. Louis, for providing data
conver si on support.

2. Interfaces with the National Fi nance Center (NFC, | ockbox banks, and
other contractors to receive, send, and process data.

3. Qperates three shifts and coordi nates processing activities with the
Nati onal Conputer Center (NCC) in Kansas Gty to schedule all daily, weekly,
nmont hly, and annual (including fiscal and cal endar year-end updates and
registers for the:

a. Aut omat ed D screpancy Processing System
b. Program Loan Accounting System
C. Aut omat ed Mul ti-Housi ng Accounting System and
d. Single Fam |y Housing Dedi cated Loan Origination and Servicing
System
e. Al mscellaneous | oan and grant maki ng and servi ci ng
reports.

4. Provides termnal support for the National Ofice, field offices, and the
Assistant Controller, St. Louis.

5. Provides audit trail for QG and GAO regardi ng processing activities.

6. Participates in the testing and inplenentati on of |1oan and grant financia
accounting systens.

7. Devel ops and naintains production cal endars for m scel | aneous reporting
based on tinme and date requirenents (i.e. Deposit Funds, Internal Revenue
Service (IRS) offset, credit reports).

8. Controls shipnents of nagnetic tapes (i.e. commercial and consuner credit
bureaus, Farm Service Agency (FSA), NFC, forns contractor).

9. Coordinates with users, programrers, and contractors in the setup and
di stribution of microfiche.

10. Researches and identifies software problens and initiates appropriate
paperwork to correct the probl ens.



RD I nstruction 2003- A
Exhibit A
Page 21

11. Provides support and assistance to field, State, and National offices for
various programactivities, i.e. Managenment Resource System (MRS), Resource
Managenent System (RVB), Executive Information System (EI'S), CA$SH LI NK

12. Maintains various database backups in case of a restore.

13. Perforns work neasurenent functions and visual information support
services for the Assistant Controller, St. Louis.

14. Drafts, coordinates, and monitors contracts and interfaces with the
Covernnent Printing Ofice (GPO for the Assistant Controller, St. Louis.

15. Conducts quality reviews of contractor performance for conputer support-
rel ated contracts.

16. Develops multi-function workstation (MAW5) conputer applications for the
Assistant Controller, St. Louis.

17. Assists Assistant Controller, St. Louis, users in resolving problens with
MAWE har dwar e, software, and tel ecomruni cati ons.

18. Coordinates and nonitors contracts to provide services related to
conput er operati ons.
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07 15 02 0003 02 Program Managenent D vi sion

Assi gnrment of Functi ons

1. Is responsible to the Assistant Controller for performng najor direct
| oan operational support, guidance, and training, i.e. ad-hoc studies and
reports, Request for Automation (RFA), etc.

2. Performs direct |oan operational guidance and training.

3. Provides technical advice to the Department, Rural Devel opnent, auditors,
private contractors, and autonation officials on matters relating to the PMD.

4. Evaluates new or revised regul atory and program gui dance identifying
i mpact on rural housing and association | oan and grant prograns, financial,
and nmanagemnent information systens.

5. Coordinates resolution and advi ses the Policy and Internal Review D vision
when involved with A G and Rural Devel opnent State Ofice investigations of
fraud cases.

6. Participates in the design, devel opnent, testing, and inplenentation of
Rural Devel oprment | oan and grant prograns, financial, and nmanagenent systens.

7. Performs major direct rural housing, association, and multi-famly housing
| oan meki ng and servicing initial entry; discrepancy correction, and
m scel | aneous account servicing functions to include:

-- oligations (current and prior ye ar), D sbursenents, and Rel ated
Cancel | ati ons incl udi ng Erergency Checks

-- Loan d osi ngs, Assunption Agreenents

-- Consol i dati ons, Reanortizations

-- Conprom se and Adjustment Offers

-- Debt Restructure

-- Judgnent s, Defal cations, Bankruptcies, Refunds

-- I nt erest Forgi veness on Moratoriuns

-- Corrected Prom ssory Notes

-- Changes in Application of Paynents

-- Payment s on Forecl osure Action Pendi ng Accounts

-- Payments fromthe Department of Justice

-- Subsi dy Recapture Paynents

-- Mai nt enance of Subsidy Receivable Accounts

-- Rental Assi stance
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-- Inventory Property Acquisitions and Leases

-- Cedit Sales, Cash Sales, and Subdivisions of Property
-- Resol ves Probl em Cases

-- Resear ches Unappl i ed/ M sappl i ed Paynents

-- Prepares Audit and Del i nquency Statenents

8. Performs guaranteed rural housing, and association | oan maki ng and
servicing initial entry, discrepancy, correction, etc., functions to include:

-- oligations (current and prior year), D sbursenents, Rel at ed
-- Cancel | ati ons incl udi ng Erergency Checks

-- Loan d osi ngs

-- Loan Status Updates and Report

-- Notice of Substitution of Lender

-- Pur chase Cuaranteed Portion from Hol der

-- Notification of Transfer and Assunption

-- Borrower Default Status

-- Notification of Liquidation Responsibility

-- Report of Loss Due to Liquidation, Bankruptcy,
Witedowns, Interest Loss, Recoveries, Reanorti zati on
or Debt Restructure

9. Reviews and provides expl anations on the status of repurchases,
bankr upt ci es, etc.

10. Reviews borrower servicing reports related to: discrepancies, unclosed
| oans, unprocessed closing fees, loans in the application stage, loans with
advance amounts exceedi ng | oan amount, loans with invalid interest rates,
expl anati on of problem case, etc.

11. Coordinates the scheduling, review and distribution of program

managenent reports and outputs, i.e., borrower-related status and del i nquency
reports, QOCR coupons, annual statements of |oan account (AVMAS Form RD 1951- 54,
“Mul tiple Fam |y Housi ng Annual Statenent of Loan Account as of ,” and

PLAS Form RD 1951-9, “Annual Statement of Loan Account”), nortgage interest
statenent, statement for recipients of interest income, statement of
cancel | ation of debt, statenent for acquisition or abandonnment of secured
property, statement of certain government payment, statement of m scell aneous
i ncone, etc.

12. Provides resolution to inquires relative to program managenent reports
and out put s.
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13. Prepares the cal endar year-end plan and coordi nates all year-end
activities to ensure cal endar year-end activities are executed on schedul e.

14. Prepares special reports and conpiles information in response to Freedom
of Information requests.

15. Coordinates and certifies annual reporting requirements for Rura
Devel opnent and ot her USDA agencies participating in the I RS of fset program

16. Responds to correspondence and inquiries related to I RS reporting.

17. Analyzes and verifies consuner and commercial credit bureau reporting.
Responds to inquiries and disputes relating to credit bureau reporting.

18. Conducts conpliance and quality reviews of contractor performance for
those contracts pertaining to PMD

19. Maintains the County Information File which consists of the mail codes
and addresses for Rural Devel opnent field offices.

20. Conducts quality reviews of specific systemupdates, i.e., maturity
updat es, subsidy renewal s, default charges, billed interest, direct pay
di screpanci es, substitute coupons, etc.

21. Conducts daily production systemreview of data processed to the
accounting systemto ensure production prograns are worki ng properly.

22. Responds to the Credit Alert Interactive Voi ce Response System ( CAl VRS)
inquiries fromprivate | enders and borrowers.
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07 15 02 0003 03 Fiscal and Accounting Division

Assi gnrment of Functi ons

1. Is responsible to the Assistant Controller providing professional
representation for najor departnent initiatives such as Federal Agencies
Centralized Trial Balance System (F.ACT.S), CGeneral Ledger Standards for

U S Standard Ceneral Ledger (USSA.), and Financial Information Systens Vision
and Strategy (FISVIS).

2. Provides professional guidance for the inplenentation of U S Standard
Ceneral Ledger based on general guidance from Federal Accounting Standards
Advi sory Board (FASAB). Coordi nates Rural Devel oprment position wth FASAB
regardi ng proposed accounting policies and procedures.

3. Mintains allotnent |edgers for the various accounting entities including
Rural Devel oprment | oan and grant prograns for all fiscal years by type of
activity.

4. Maintains manual accounting systens to control and report on allotnents,
obligations, and disbursements for various |oan and grant prograns including:
desi gni ng and devel opi ng detailed borrower and funding records to control and
track allotments, obligations, and disbursenments; coordinate with the Budget
Division and National Ofice personnel to define programrequirenents and
resol ve fundi ng issues; control and track detailed allotment, obligation, and
di sbursenent activity; produce reports, as appropriate, coordinate with
various Finance C'fice organi zations regardi ng the autonation of previously
processed nonautomated all ot ment, obligation, and di sbursement data.

5. Mintains control of the funding of |oan and grant prograns by: review ng
Rural Devel oprment appropriati on accounting files on a daily basis and

resol ving probl ens noted; coordinating with the Budget D vision, Rural

Devel opnent, and FSA to provide technical expertise regarding fund control and
processing of |loan and grant activity; assisting in resolving systens probl ens
related to updating funding | evel s and processing of specific |oan and grant
activity.

6. Manages all funding levels as required or requested by Rural Devel opnent
per sonnel .

7. Coordinates with the NFC Federal Assistance Award Data System ( FAADS)
reporting requirements. Provides liaison with NFC for adm ni strative expenses
and accrual s, and nmaintains operational responsibility for Type "60" Purchase
O der System
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8. Establishes obligations for all recurring contract payments and verifies
that obligations are within obligation authority.

9. Handles reconciliation and certification of adm ni strative-rel ated
di sbur senent s.

10. Maintains liaison with the Treasury Financial Centers, and controls,
certifies, and schedul es Rural Devel opnent program|oan and grant
di sbur senents.

11. Conpletes daily bal ancing routine between the Master File Appropriation
Bal ances (MALLQOT), the Detail File Appropriation Balances (DALLOT), and the
Al | ot ment Summary.

12. Prepares the fiscal plan and coordinates all fiscal year-end activities
to ensure activities are executed as schedul ed.

13. Coordinates resolution and advises the Policy and Internal Review
Division when involved with O G GAQ and other investigative agencies on
fraud cases.

14. Prepares the fiscal plan and coordinates all fiscal year-end activities
to ensure activities are executed as schedul ed. Prepares the annua
certification for Treasury of the year-end cl osi ng bal ances.

15. Provides technical advice to the Departnent, auditors, private
contractors and automation officials on matters relating to financia
accounting systens.

16. Evaluates new or revised regulatory and program gui dance, identifying the
i mpact on allotment |edger, general |edger, and financial reporting functions.

17. ldentifies and naintains the standard general |edger for the various
accounting entities as Rural Devel opnent’s official systemof record used to
generate financial reporting data.

18. Participates in the design, devel opnent, testing and inpl enentati on of
| oan and grant financial accounting systens.

19. Responds to Freedomof Information and Privacy Act requests.
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20. Prepares adjusted trial balances for electronic transmssion of FFACT.S
to Treasury via the Covernnent (n-Line Accounting Link System (GOALS) in
accordance with USSA formats to include acconpanyi ng footnotes.

21. Prepares the Rural Devel oprment audited financial statenents in accordance
with requirenents of the Conptroller General, the Chief Financial Oficers
Act, and the Governnent Perfornmance Review Act.

22. Prepares and reviews all financial, Treasury, and budgetary reports
required by the Departnment of the Treasury, USDA, OMB, and Rural Devel opnent,
and acts as a |iaison.

23. Prepares Reconciliation of Loan D sbursements with Loan Accounts.
Prepares interagency and intra-agency transfers via - Li ne Payment and
Col l ection System

24. Confirnms Rural Devel opnent di sbursenents and deposits for major cash
recei pt and di sbursenent systens.

25. Mintains liaison with NFC regardi ng the USDA Depart nment - wi de Fi nanci al
I nformati on Systemto include defining and naintaining required control tables
and interfaces.

26. Provides professional expertise in accounting theory and applications,
detail ed general |edger account verification and financial reporting

requi renents. Defines general |edger accounting entries for changes to the
various accounting systens to ensure the necessary detailed data is available
to satisfy all financial accounting and reporting data requirenents.

27. Designs and devel ops financial reports to support custoner needs and
requi renents.

28. Prepares anal ysis of accounting data or financial reports in support of
program nanagers' responsibilities for delivery of program services and
meet i ng Gover nment Performance Results Act (GPRA) requirements.

29. Reconcil es Concentration Banking System (CBS) and CA$H LI NK accounti ng

docunents with the Daily Activity Reports and deposit tickets. Researches and
resol ves CBS or CA$H LI NK out - of - bal ance or special handling packets.
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30. Mintains internal controls for balancing and reconciling | oan activity
for the Program Loan Accounting System the Automated Mil ti-Housi ng Accounting
System the Quaranteed Loan System and the various manual accounting systens.
Bal ances and reconcil es the budget clearing account (Deposit Fund) for al
program | oan types.

31. Perforns various daily balancing activities to ensure input or output
registers, journals, and on-line history are in agreenent with the detail
borrower accounts on the data bases.

32. Perforns various cal endar year-end bal ancing functions to ensure off-Iline
history is in agreenent with annual statenents to borrowers and various data
reported to the IRS

33. Coordinates, nonitors, and supports all technical operational interfaces
bet ween the Rural Devel oprment organi zati ons, contractors, Treasury, OVB, etc.
for cash nmanagenent systens.

34. Reviews and evaluates the overall effectiveness of all program and
adm ni strative collections and di shursenents to ensure effective cash
managenent of Covernnent funds.

35. Reviews and evaluates the retail | ockbox and whol esal e | ockbox contractor
performance. Reconciles paynments received fromthe retail | ockbox, whol esal e
| ockbox, and ot her service contractors. Controls and nonitors the flow of

recei pts fromlocal depository accounts, | ockbox banks and other contractors

to ensure tinely use of funds, and informati on needed to account for the
source of receipts.

36. Reconciles Concentration Banki ng Reconciliation and Mnitoring System
(CBRANVBE) di screpanci es and AVAS bal anci ng di screpanci es associated with CBS or
CA$H- LI NK activity.

37. Responsible for managi ng banki ng rel ati onshi ps - conpensation, new
systens devel opnent, menorandum of under st andi ng, etc.

38. Analyzes cash flow and coordi nates cash repl eni shment in support of the
Rural Devel oprment’ s cash nmanagenent requirenents.

39. Provides support and assistance to the Rural Devel oprment field offices,
Area Ofices, State Ofices, etc., for various payment processing nethods
(i.e., AVAS-Online, CBRAMS, Retail Lockbox (RLB), Wiol esale Lockbox (W.B)
etc).
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07 15 02 0003 04 Hectric and Tel ephone Fi nanci al
Qperations Division
Assi gnrment of Functi ons
1. Is responsible to the Assistant Controller for processing the full range

of borrower accounting for the rural tel ephone and electric | oan and grant
portfolio, which includes discrepancy processing, resolving probl em cases,
preparing audit statenents, processing assunption agreements, consolidations,
reanortizations, refunds, corrected notes, changes in application of paynents,
and | oan cl osi ngs on associ ati on-type | oans.

2. Researches unapplied and m sapplied payments.

3. Reviews and evaluates the overall effectiveness of all program and
adm ni strative collections and di sbhursenents to ensure effective cash
managenent of Covernnent funds.

4. Provides technical representation for all cash managenent contracts and
cash nmanagenent initiatives.

5. Coordinates with OMB regardi ng cash, credit, and debt collection
activities.

6. Analyzes cash, credit, and debt collection activities and coordi nat es
i nprovenents.

7. Inplements the Chief Financial Oficers Act.

8. Prepares Agency consolidated financial statenents for audit in accordance
with the Conptroller General regulations; Chief Financial Oficers
Legislation, Title 2; GAO Policy and Procedures Manual for Quidance of Federal
Agenci es; general |y accepted accounting principles; and OVMB's Form and Cont ent
of Financial Statenents. Interfaces with external audit staffs and Depart nent
representatives.

9. Mintains liaison with NFC regardi ng the USDA Depart nment -wi de Fi nanci al
I nformati on System

10. Prepares and reviews all financial and budgetary reports required by

Treasury, USDA, OMB, and the Controller, and acts as a liaison with these
Agencies to determne and inpl enent new | egi sl ative requiremnents.
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11. Coordinates scheduling and distribution of all financial and managemnent
reports for the rural electrification prograns.

12. Prepares ad-hoc financial and managenent reports and conpiles information
in response to freedomof infornation requests.

13. Processes the docunents applicable to the cancellation of Treasury checks
for loans, grants, and | oan cost itens to include researching and reschedul i ng
| ost checks.

14. Processes energency |loan, grant, and | oan cost checks requiring special
handling, as well as the use of the Automated O earing House and U S. CA$H
LI NK System

15. Maintains liaison with the Treasury Financial Centers and controls and
schedul es program di sbur senent s.

16. Establishes obligations for all recurring contract paynments and verifies
that obligations are within obligation authority.

17. Prepares account adjustment docunments to ensure integrity of the
accounting systeminformation

18. ldentifies and naintains the standard general |edger for the various
accounting entities as the official systemof record used to generate
financial reporting data.

19 Miintains allotnent |edgers for the various accounting entities.

20. Maintains accounting systens to control and report allotnents,
obligations, and disbursenents for |oan and grant prograns.

21. Perforns various balancing activities to ensure input and out put,
registers, journals, and on-line history are in agreenent with the detail
borrower accounts on the data bases.

22. Prepares the fiscal and cal endar year-end processing plan and coordi nates
all activities to ensure year-end activities are executed as schedul ed.

23. Evaluates new and revi sed regul atory and program gui dance identifying

i mpact on loan and grant program financial and nmanagenent infornation systens
and coordinating i ssuance of guidance in conjunction with software

i npl erent at i on.
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24. ldentifies accounting-rel ated changes resulting fromcash, credit, and

debt nanagement activities and coordinates with appropriate program
managenent, and control |l er organization to assess inpact and initiate needed
syst em changes.

25. Devel ops and prepares policies and procedures related to cash
forecasting, Treasury borrow ng, programinterest rates, outlay planning and
anal ysis, and overall portfolio managenent. Provides anal ysis and nmanagenent
of market and Treasury interest rates and projections.

26. Perforns special studies of financial accounting and managemnent
i nformati on systens and operati ons.

27. Evaluates financial accounting systens to ensure adequate interna
controls and system conpliance with accepted accounting principles and
st andar ds.

28. Coordinates the consolidation of internal control review findings.

29. FEvaluates financial audit report details and recomrendati ons and prepares
response to the audit organization

30. Provides technical advice to the Department, auditors, private
contractors, and automation officials on matters relating to financial
syst ens.

31. Participates in the design, devel opnent, and inplenmentation of |oan and
grant financial accounting systens.
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07 15 02 0003 05 Policy and Internal Review D vision

Assi gnrment of Functi ons

1. I's responsible to the Assistant Controller for coordinating the

eval uation of new or revised regulatory and program gui dance, identifying
i mpact on loan and grant program financial nanagenent systens, and

coordi nating the issuance of guidance in conjunction with software

i npl erent at i on.

2. Participates in the design, devel opnent, testing, and inplenentation of
| oan and grant program financial and managenent informati on systens, ensuring
conpliance with accepted financial accounting principles and standards.

3. Coordinates cl earance and issuance of Assistant Controller, St. Louis,
initiated guidance related to financial accounting and managenent information
systens and operation

4. Perfornms special studies, evaluating |oan and grant financial and
managenent information systens, as required by OB G rcul ar A 127.

5. Devel ops the Assistant Controller, St. Louis, National and State Interna
Revi ew Qui des, coordinates reviews, and perforns foll ow ups.

6. Perforns the internal and managenent control reviews of Assistant
Controller, St. Louis functions, evaluating the accounting and managenent
informati on systens for conpliance with accepted accounting principles and
standards. Prepares annual reports on internal controls and financi al
accounting systemconpliance for the Assistant Controller, St. Louis,
oper ati ons.

7. Performs periodic review and testing procedures to assure that actions
taken to correct audit and managenent control review deficiencies have been

i npl emented, are operating efficiently, and adequatel y address the weaknesses
i dentified.

8. Interfaces with QG on Rural Devel opnent’s state office fraud cases to
incorporate the information into the Agency's internal controls report.

9. Performs reviews of Rural Devel opnent’s Statenent of Accounting Principles
and Standards, anending as required to ensure conpliance with acceptable
governnental and public accounting theories, principles, procedures, and
practices.
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10. Fornul ates, consolidates, and reports on managenent plans and office
acconpl i shrrent s.

11. Reviews new quality initiatives and advi ses managenent on the feasibility
of incorporating those initiatives into the organizations.

12. Interfaces with the National Ofices in the consolidation of interna
control review findings.

13. Evaluates audit report details and recomrendati ons, coordi nates and
prepares Assistant Controller, St. Louis, response to the audit organization

14. Provides technical advice to the Departnent, Rural Devel opnent, auditors,
private contractors, and autonation officials on matters relating to
accounting systens as it pertains to accounting principles and standards.

15. Conducts managenent studies to identify and resol ve major operational and
or gani zat i onal probl ens.

16. Edits and coordinates the printing and distribution of informationa
publications sent to the field and St. Louis Rural Devel oprment enpl oyees.

17. Reviews new quality initiatives and advi se managenent of the feasibility
of incorporating those initiatives into their organizations.

18. Coordinates Assistant Controller, St. Louis, financial managenment goals,

obj ectives, and acconplishnents in accordance with the CGovernnent Perfornance
and Results Act.
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07 15 03 Assistant Adm nistrator for Procurenent
and Adm ni strative Services
(Housed in RHS)

Assi gnnment of Functi ons

1. Is responsible to the Deputy Adm nistrator for Qperations and Managenent,
for the overseeing the Procurenment Managenent Division, which is responsible
for devel oping, inplenmenting, and interpreting procurenent and contracting

policies for the Rural Devel opnent mssion area. |s responsible for the
managenent of the overall procurenment and contracting program Devel ops the
skill of state contracting officers and provi des oversi ght of program

i npl erentation. Plans outreach efforts and goals for small and di sadvant aged
busi nesses. Provides staff assistance reviews in State and Local Ofi ces.
Adm ni sters the Contracting O ficer ProfessionalismWrrant programfor Rural
Devel opnent. Ensures the tinely and accurate reporting of procurenent
activity to the Federal Procurement Data System Coordi nates the devel opnent
of Rural Devel opnent’s acquisition plans.

2. Provides |eaderhship and oversight to the Property and Supply Managenent
Di vision, in devel oping office space acquisition and utilization policies,
providing training to field office |leasing officers. Admnisters the Leasing
Oficer Warrant program Assures accessibility conpliance in Rural

Devel opnent's work sites. Administers Rural Devel opnent’s Physical Security
program Establishes and provi des oversight to the wor ksi t e Ener gy
Conservation program Cperates a nati onwi de supply warehousi ng and
distribution program Oversees a nati onwi de Personal Property Managenent and
Wilization Program Manages the USDA Excess Personal Property Programfor
field level activities. Provides direct support services to all Rural

Devel opnent’s St. Louis facilities.

3. The Support Services Dvision is responsible for designing, devel oping,
adm ni stering, and controlling Rural Devel oprment’s directives nmanagenent and
i ssuance system Coordinates Rural Devel opnent’s Regul atory Agenda and
Regul at ory Program subm ssions to USDA and OMB. Serves as Federal Register
liaison. Analyzes and coordi nates regul atory work plans for the Under
Secretary. Assures the tinely and accurate justification and subm ssion of
Paperwor k Reduction Act public burden clearances to OMB. Admnisters all
printing prograns.
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4. COversees the Headquarters Support Services Staff, which is responsible for
providing a full range of adm nistrative support services to Rura

Devel opnent’ s Headquarters staff. Acquires, assigns, and maintains office and
storage space, and non -Autonated Data Processing (ADP) property. Qperates
central records, supply, and nessenger services. Provides travel support to
the headquarters staff. Devel ops and oversees Rural Devel opnent’s trave

rel ocati on service and vehicl e assi gnment prograns nationw de. Provides

tel econferencing, electronic mail, and publications storage and di stribution
services. Manages Freedomof Information Act (FOA) and Privacy Act and Tort
A ains prograns. Manages Rural Devel opnent’s adm nistrative and program
records system
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07 15 03 0001 Procurenent Management D vision

Assi gnrment of Functi ons

1. Is responsible to the Assistant Adm nistrator, Procurement and
Adm ni strative Services, for awardi ng and admi ni stering small purchases and
formal contracts in support of Rural Devel opment’s requirenents.

2. Assists custoners with devel opi ng Statements of Wirk, specifications, and
contract evaluation criteria.

3. Devel ops successful Rural Devel opnent procurenent strategies, identifies
contract sources, and ensures effective procurenment planning through the
Advance Acquisition Pl anning System

4. Reports to the Congress and Executive Branch on procurenent functions as
required by | aw or Executive O der.

5. Develops, inplenents, and interprets procurenment policy for Rural
Devel opnent .

6. Conducts procurenment oversight reviews in State, Area, and Local Ofices,
to ensure |l egal and regul atory conpliance.

7. Provides staff assistance to field Contracting O ficers, advising on
procurenent procedures and nethods to inprove m ssion support.

8. Provides liaison between field and National Ofice contracting staff.
9. Adnmnisters Contracting O ficer ProfessionalismWarrant program

10. Devel ops and adm ni sters aut omated procurenent systens used throughout
Rural Devel oprent .

11. Represents Rural Devel opnent interests to Departnental and Federal
Executive organi zati ons responsi bl e for procurenent activities.

12. Advi ses executive | evel programand admnistrative officials on issues
affecting procurenent support to Rural Devel opnent.
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07 5 03 0002 Property and Supply Managenent D vision
(St. Louis, Mssouri)

Assi gnnment of Functi ons

1. Is responsible to the Assistant Adm nistrator, Procurement and
Adm ni strative Services, for overseeing the nationw de acquisition and
utilization of office space and personal property.

2. Establishes office space utilization standards.

3. Evaluates property and space managenent requirenents and recomrends
policy, plans, and procedures. Provides training to Real Property Leasing
Oficers (RPLO and maintains | easing warrants for agency RPLO s.

4. Develops and controls the USDA Excess Personal Property Programfor field
[ evel activities.

5. COversees a nationw de Physical Security program

6. Qperates a supply distribution program including a central warehouse
whi ch ships fornms and supplies to offices nationw de.

7. Provides direct support services to St. Louis facilities, including
procurenent, safety, centralized mail and records services, and space and
personal property nanagenent.

8. Oversees Rural Devel opnent’s Covernnent purchase card and third party
draft prograns, including training, review and control, and problem
resol uti on.

9. Responsible for the mai ntenance and distribution of Rural Devel opnent
procedures to field offices nationw de.

10. Qperates a central mail distribution facility for distribution of
mail to all field |ocations.

11. Adnministers the energy conservation program radon testing, and
conpliance with Anericans with Disabilities Act for Rural Devel oprent
facilities.

12. Serves as liaison with USDA and General Services Adm nistration (GSA) on
space, security, and property issues.
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07 15 03 0004 Support Services D vision

Assi gnrment of Functi ons

1. Is responsible to the Assistant Adm nistrator, Procurement and
Adm ni strative Services, for managi ng Rural Devel oprment travel (including
tenporary duty travel and enpl oyee rel ocations), notor vehicle, FOA and

Privacy Act, Tort Qains, records, mail, and correspondence prograns,
i ncl udi ng Rural Devel oprment policy devel opnent and oversi ght. Manages and
controls Rural Devel opment's regul ations, directives, and ot her i ssuances.

2. Represents Rural Devel opnent during intra- and inter-Agency meetings
concerni ng assi gned ar eas.

3. Provides technical assistance and training to Rural Devel opnent
Headquarters and field offices in the above areas.

4. Provides office space and non- ADP property nanagenent support to all Rural
Devel opnent Headquarters offices.

5. Establishes and maintains a central shipping and receiving facility,
provi des | abor services, and supply operations for Rural Devel opnent
Headquarters.

6. Provides central facsimle, electronic mail, teleconference, mail
preparation, and special messenger services to Rural Devel opnment Headquarters.

7. Qperates a central file facility, containing over 4 mllion docunents
required on a recurring basis by program nanagers.

8. Provides liaison between Rural Devel oprment and OVB, USDA, the Ofice of
the Federal Register, and GPQ

9. Analyzes and coordi nates workplans for the Under Secretary's signature.
10. Manages Rural Devel opnent’s forns, printing, and graphics.

11. Manages tracking and cl earance systens of Rural Devel opnent regul ations,
directives, and workpl ans.

12. Provides liaison with OMB relative to Pub. L. 96-511, the Paperwork
Reducti on Act.
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13. Reviews Rural Devel oprent issuances for conpliance with the Paperwork

Reduction Act. Assures proper preparation of paperwork dockets and obtai ns
necessary cl earances.

15. Analyzes all regulations, directives, unnunbered letters, Adnmnistrative
Not i ces, and Tenporary Changes.

16. Prepares and issues Procedure Notices.

17. Maintains Master |Instruction manual s, Database of Instructions, and Rura
Devel opnent rul emaking files.

18. Coordinates Rural Devel opnent Regul atory Agenda and Regul atory Program
subm ssions to USDA and OVB

19. Prepares all printing orders in accordance w th request specifications
and with USDA and GPO requirenents.
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07 15 04 Informati on Resources Managenent
(Housed in RHS)

As the Chief Information Officer, is responsible to the Deputy
Adm ni strator for Qperations and Management, for devel opi ng Rural
Devel opnent’ s | RM policies, regul ations, standards and guidelines, in
accordance with Federal |IRM policies and procedures, including OMB CGrcul ars
and GSA regul ati ons, Congressional mandates and other IRMrel ated
requi renents.

Assi gnnment of Functi ons

1. Inplenents autonation strategies, policies, nmethods, and procedures to
secure conprehensive, integrated, efficient, and cost effective operations in
support of the Rural Devel opnent m ssion.

2. Ensures the application of regul ations promul gated by the central guidance
agenci es in designing or enhancing systens.

3. Develops policies and procedures that ensure the active participati on by
Rural Devel opment programstaff in | RV decision processes.

4. Devel ops Service Level Agreenments with appropriate organizations.

5. Fornulates policy and strategy in accordance with the Information
Strategic Plan for the Under Secretary for Rural Devel oprent.

6. Mintains liaison with officials of Rural Devel opment’s agencies, the
Department, and ot her Federal and professional organizations on IRMmatters
applicable to the assi gned ni ssion.

7. Miintains operational hardware and software |iaisons with the NCC

8. Participates in the managenent, cooperative efforts, and adm nistration of
the Automation Revi ew Council.
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07 15 04 0002 Custoner Services D vision

I's responsible to the Chief Information Oficer for providing a direct
link between |RM and the custoners it serves. Responsible for direct custoner
and techni cal support (hardware and software) on all platforns in a |iaison
capacity which effectively responds to the custoner's questions and probl ens.

Assi gnrment of Functi ons

1. Provides custoner service in direct support of the devel opnent and
mai nt enance of National and field office automated i nformation systens.

2. Logs, tracks, manages, and nonitors problemcalls to ensure adequate and
tinely automated data processi ng probl emresol ution.

3. Provides technical support to all customers for the ad hoc reporting
syst em

4. Provides technical support for a fully equi pped |Infornation Resource
Center for Rural Devel opment customers.

5. Establishes and mai ntai ns ongoi ng customer and focus groups to di scuss
comron concerns and quality issues and to identify action itens for corrective
action.

6. Serves as a liaison with field custoners.

7. Markets custoner services via newsletters, posters, brochures, videos,
onsite visits, etc.
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07 15 04 0003 Managenent Services D vision
I's responsible to the Chief Infornmation Oficer for coordinat ing all IRM

acqui sition, budget, and policy and planning activities in support of the
Rural Devel opment aut omation ni ssion.

Assi gnnment of Functi ons

1. Assists contracting officers with negotiation, award, managi ng, and
nmonitoring contracts frominception to concl usion.

2. Oversees Rural Devel opnent major [RMcontractors (e.g., support services,
equi pnent mai nt enance, etc.), which includes technical |iaison and custoner
coordi nation, via contracting officer representative functions.

3. Manages, nonitors, and represents IRMin negotiating with contractors.

4. Coordinates purchases and initiates mai ntenance contract orders for Rural
Devel opnent' s conput er and communi cati ons equi prrent in support of Rural

Devel opnent requirenents.

5. P ans, devel ops, and executes | RM budgets.

6. Executes budget functions related to contracting, purchasing, and
t echni cal approval s.

7. Oversees all IRMrelated technical approvals.
8. Tracks | RM personnel resources.
9. Tracks and reports on I RM projects.

10. Coordinates all IRMpolicy and planning activities (e.g., 5 -year
Strategic Systens IRMPlan and the Information Strategy Plan).

11. Supports the systens prioritization process (Review Boards) in accordance
with Rural Devel oprment's benefit/cost and priority setting mechani sns.

12. Coordinates IRMresponses to outside audits (O G and (GAO to assure
tinely and accurate responses.

13. Devel ops and naintai ns Rural Devel opnent managenent reports and policy
and procedures.
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14. Perforns econonic analysis activities, including technical assistance for
the preparation of requirenents anal ysis, analysis of alternatives, and
benefit/cost analyses in accordance with internal and external requirenents
for Rural Devel opnent initiatives.

15. Coordinates with other Chief Information Oficer organizations for
recomrendi ng and justifying maj or expenditures.

16. Participates in the devel opnent of the Informati on Resource Managemnent
Strategic Plan.
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07 15 04 0004 01 Informati on Technol ogy Division

I's responsible to the Deputy Chief Information Oficer for providing a
wi de range of support services requiring specialized technical skill in the
areas of data adnministration, systemintegrity management, research and
devel opnent, and tel ecomruni cati ons.

Assi gnrment of Functi ons

1. Devel ops and coordinates data adm ni stration policies and procedures.

2. Provides Rural Devel opnent data adninistration and data base
adm ni strati on servi ces.

3. Mintains data dictionaries and repositories. Assists in the devel opnent
of Rural Devel opnent-wi de enterprise nodels and data dictionary, including
standardi zi ng data el ements, source identification uses, and data definitions
of information contained in Rural Devel opnment's Automated | nformati on Systens
to assure consistency of data.

4. Coordinates with other government agencies and outside organi zations to
ensure maxi mum sharing of informati on and appropriate accessibility.

5. Develops and inpl ements Rural Devel opnent-w de configuration
managenent processes and change control procedures.

6. Miintains the configuration managenent process to ensure control of
application software rel eases to production

7. Performs systemintegration (third -party) testing.

8. Provides specialized systens devel opnent support to Rural Devel opnent
devel opers.

9. Analyzes, reconmends, and inplenments applicati on devel opnent productivity
tools to ensure optinmal devel opmental efforts.

10. Facilitates services to ensure efficient acquisition of accessible
technol ogy for persons with disabilities.
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11. Provides custoner service in the operation of the Informati on Resources
Managenent Staff Information Center and the St. Louis Technol ogy Support Lab.

12. ldentifies and eval uates energing | RMand tel econmuni cati on technol ogy to
support multi - Agency program needs.

13. Researches new and i nnovative nethods to serve the informati on needs of
Rural Devel oprment cust omners

14. Coordinates with Qustomer Services and System Services to ensure tinely
i nfusi on of approved new t echnol ogy.

15. Provides technical |eadership in the tel ecomrunications discipline.

16. Supports | ocal customer adm nistration of telecommunication systens

i ncl udi ng system backups, password adm ni stration and agi ng, software updates,
and configurati on nanagenent.

17. Tests, evaluates, inplenents, and supports |ocal and w de area networks.

18. Provides technical support to ensure custoner availability of Rura
Devel opnent nationwi de network of termnals and m croprocessors.

19. Coordinates Rural Devel opnent’s tel ecommuni cati ons requirenents, monitors
net wor k performance, prepares cost and budget estimates, and nonitors actual
usage conpared to budget to assure optimal systemefficiency and

ef fecti veness.

20. Monitors performance of, and nai ntains and enhances the on -line
t el eprocessi ng systens to ensure optimal systemefficiency and effectiveness.

21. Mintains and inplenments state-of-the-art tel ecommunications technol ogy.

22. Coordinates with departnental entities, Rural Devel opment's custoners,
and external sources to ensure the accessibility of required information.
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07 15 04 0004 02 Systens Services D vision

Assi gnrment of Functi ons

A I's responsible to the Deputy Chief Information Oficer for planning,
organi zing, directing, and controlling activities related to the systemlife
cycl e managenent of Rural Devel opment's Automated I nformation Systens in
conpliance with Federal, Departmental, and multi-Agency requirenments. This
area supports five separate customer areas. Each area represents a portfolio
of systens that support a business area. The areas are:

1. Rural Wilities Service
2. Rural Housing Service,
3. Rural Business-Cooperative Service,
4. Controller (Chief Financial Oficer), and
5. Admnistrative Services.
B. Each business area teamperforns the follow ng functions:

1. Coordinates with custonmers on the functional design for new
additions and nodifications to all autonated systens to ensure
requi renents are met.

2. Devel ops functional systemdesign specifications for projects
resulting fromlegislative, regulatory, and adm ni strative changes, new
hardware or software technol ogy, and enpl oyee suggesti ons.

3. Supports system devel opnent, provides functional expertise,
recomrends rel ated policy, procedures, and forms; supports rel ated
training; and naintains a direct liaison wth custoners.

4. Devel ops and mai ntai ns special purpose software to support Rura
Devel opnent’ s requirenents for adm ni strative and managemnent
appl i cati ons.

5. Provides technical service and support for requirements anal ysis;
systens design; software and docunent ation devel opnent; and systens
testing, inplenentation, nonitoring, and control. As part of this,
facilitates joint application design, joint requirements planning, rapid
application design, and rapid prototyping wth custoner representatives.
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6. Conducts anal ysis and prepares ad hoc reports from managenent
i nformati on systens and accounting systens in support of Rural
Devel opnent internal and external requirenents.

7. Pl ans, devel ops, and mai ntains Rural Devel opnent Executive
I nformati on System

8. Develops and naintains field office support systens.

9. Prepares detailed custoner acceptance test criteria as part of
systemtest plans for use in testing applications software to ensure it
nmeets custoner requirenents and for drafting docunmentation supporting
the applications software.

10. Devel ops and naintains the National Ofice support systens.

11. Devel ops and nai ntai ns system custoner, and operating
docunent at i on.

12. Manages the testing process, which includes responsibility to

verify and document test findings, nonitor corrections of discrepancies,
facilitate redevel opnent, and retesting.
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07 15 05 Assistant Admnistrator for Human Resources
(Housed in RHS)

Assi gnnment of Functi ons

1. Is responsible to the Deputy Adm nistrator for Qperations and Managenent,
for the overall planning, devel opnent, delivery, inplenentation, managenent
and coordinati on of personnel and human resources support services for Rura
Devel opnent agenci es, staff, and field offices.

2. Provides | eadership and coordination to the devel opment of human resources
policies and prograns for Rural Devel opnent agencies and staffs. Provides
direction to three subordi nate divisions and one staff in carrying out
assigned responsibilities.

3. Responsible for the establishnment of recruitnent, retention, and

devel opnent policies and programnms supporting workforce diversity and supports
the Gvil Rghts Staff in the preparation of the affirmative action and the
Federal Equal Cpportunity Recruitment Plan enpl oynment pl ans.

4. Provides admnistrative | eadership in the inplenmentati on of Executive
O der 12871 establishing | abor managenent partnerships and in establishing
cooperative | abor and managenent rel ations.

5. Devel ops program policy gui dance and provi des customer advisory services
on human resources managenent activities in the areas of enpl oynment, staffing,
classification, pay adm nistration, and performance nmanagenent.

6. Drects staff studies, special projects, and exercises oversight
responsibility to the evaluation of field office hunman resource prograns,
services, and operations.

7. COversees the provision of direct operating personnel and transaction
processi ng services for the headquarters staffs and of fices, including
Schedul e C appointnents and all field positions, G513 |level and above.

8. Provides liaison with NFC for personnel infornation and payroll systens
and personnel information reporting services required by USDA, Ofice of Human
Resour ces Managenent, and the O fice of Personnel Management (CPM).

9. Oversees enployee relations activities and prograns including ethics and
conduct, personnel investigations, adverse action and discipline cases,
grievances, and Merit Systens Protecti on Board appeal s
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10. CQversees the devel opment and eval uati on of training and enpl oyee
devel opnent activities for Rural Devel opnent agencies and staffs.

11. Maintains liaison and working relationships with key officials of Rural
Devel opnent' s agenci es, USDA staff offices, officials of other Federa
agenci es, and others, to collaborate on matters of mutual concern

12. Represents Rural Devel opnent agencies on Departnental, inter-

Departnental, and inter-agency task forces on matters affecting assi gned
pr ogr ans.
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07 15 05 0001 Headquarters Personnel Services D vision

Assi gnrment of Functi ons

1. 1Is responsible to the Assistant Adm nistrator for Human Resources, and
t hrough organi zational |y designated National Ofice service branches, for
providing full service personnel operational services, and specialized

advi sory assi stance and technical support to all Rural Devel opnent agencies
and staffs located in Headquarters, \Washington, D.C

2. Provides a full range of recruitnment, staffing, and pl acenent services for
all units serviced. This includes the processing of all personnel actions by
direct input into the NFC personnel and payroll system and the exercise of
quality control to insure accuracy and tineliness of all personnel actions

pr ocessed.

3. Provides classification and managenent advi sory services. Provides
supervi sors and managers with i nfornation necessary for the preparation of
position descriptions, maintains and updates standardi zed position
descriptions relevant to specific agency prograns, determnes appropriate
classification of positions, inplenments new classification standards,
adm ni sters pay, and advi ses managers and supervi sors on position managenent
i ssues.

4. Assists supervisors and managers in assessing staffing needs; devel opi ng
career |adders; devel oping staffing plans; deternining recruitnent sources;
advertising and filling vacancies by agency merit pronotion or conpetitive
met hods; restructuring positions to achi eve workforce diversity by use of
speci al enpl oynent prograns and special hiring authorities; and pl anning and
i mpl erenti ng reorgani zati ons, downsizing initiatives, directed reassignnents,
and reduction-in-force anal ysis.

5. Provides retirenment counseling in both the Gvil Service Retirenment System
and the Federal Enployees Retirement Systemto all enployees in units

serviced. Coordinates "open season” for the Federal Enployees Goup Life

| nsurance, health benefits, and thrift savings prograns.

6. Provides enployees with informati on, advice, and counsel, on matters
related to pay and | eave adm ni stration including wage, sal ary, Federa

Enpl oyee Pay and Conpensati on Act and pay setting issues; |eave and | eave
sharing; tours of duty; flexible and conpressed work schedules; Title V and
Fai r Labor Standards Act overtine; time and attendance; incentive/suggestion
awards; and Ofice of Wrkers Conpensati on program
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7. Provides advisory and counseling services in the area of enpl oyee

rel ati ons and processes formal actions as necessary related to issues of
conduct, performance, ethics, admnistrative grievances, appeals, settlenent
agreenents, alternative discipline, financial disclosure, and Hatch Act
provi si ons.

8. Participates in pilot tests, special studies, and task force efforts
related to the devel opnent of new or standardized prograns and procedures for
i npl erent ati on across agency servici ng sections.

9. Mintains Oficial Personnel Folders for enployees in units serviced and
provi des orientation for new enpl oyees.
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07 15 05 0002 Human Resources Training Division

Assi gnrment of Functi ons

1. Is responsible to the Assistant Adm nistrator for Human Resources, for the
pl anni ng, devel oprment, inplenmentation, and eval uati on of enpl oyee devel opnent
and training prograns and activities for the Rural Devel opment Agenci es.

2. Responsible for Iong-range planning efforts designed to assure effective
trai ning and career devel opnent of Rural Devel opnent enpl oyees.

3. Wirks directly with Rural Devel opnent Agency Adm nistrators and staff in
devel opi ng Rural Devel oprent training and enpl oyee devel oprment poli cies,
prograns, and procedures to insure fulfillnment of newy identified or changing
program needs and requirenments. Participates with Agency Adm nistrators in
prepari ng an annual training budget, and tracks allocations and actual
expendi t ur es.

4. Devel ops, inplenments, and eval uates contracted and i n-house devel oped
training prograns ai med at nationally recogni zed needs of Rural Devel opnent
enpl oyees.

5. Coordinates participation in external training prograns sponsored by both
Federal (USDA and OPM and non- Federal providers.

6. Responsible for devel opnent of general orientation and specialized
i nduction prograns for all new Rural Devel opnent enpl oyees.

7. Assesses and eval uates technol ogy-based traini ng met hods and techni ques,
vi deo conferencing, and other state-of-the-art nethods for application in
Rural Devel oprment Agenci es trai ning and enpl oyee devel opnment prograns and to
provide for cost effective and efficient delivery of training prograns to a
decentralized field structure.

8. Develops and pilot tests evaluation and test design methodol ogies to
determ ne effectiveness of training prograns and training nedia.

9. Develops, conducts, and evaluates training on Rural Devel opnent's
aut onmati on and accounting systens, software, and processes.
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10. Provides technical expertise in the coordination and adm ni stration of
contracted training activities to Rural Devel opment's procurenent and
contracting office by preparing specifications, serving on technical review
panel s, and serving as the contracting officer's representative in the
admnistration of a contract training activity

11. Serves as the centralized focal point for the establishment and

mai nt enance of Rural Devel opnent's cal endar for neetings and conferences.
Assists in neeting and conference facilitation process by obtaining space,
arrangi ng hotel accomodations, insuring availability of audio-visua

equi pnent, and recommrendi ng speakers and facilitators.

12. Maintains liaison and working relationships with key officials in Rural
Devel opnent agenci es, USDA, COPM officials of other Federal agencies and
private training vendors, and collaborates on matters related to training and
enpl oyee devel opnent activities.

13. Represents the Rural Devel opnent agencies on Departmental, inter-
Departnental , and inter-agency task forces.
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07 15 05 0003 M ssion Area Personnel Services D vision

Assi gnrment of Functi ons

1. 1Is responsible to the Assistant Adm nistrator for Human Resources, and
participates with the Adm nistrators and Assistant Administrators of RHS, RBS
and RUS, and their staffs in the planning, devel opnent, inplenentation, and
eval uation of hunman resources policies, prograns, and procedures which
facilitate the efficient and effective delivery of personnel services to al
enpl oyees.

2. Coordinates special projects, studies, and special assignnents related to
personnel and hurman resources functions for the purpose of devel opi ng and
recomrendi ng i nprovenent, increasing productivity, resolving probl ens, and

i mpl erenti ng and eval uating existing prograns and new initiatives.

3. Responsible for the devel opment, neasurenent, and eval uation of custoner
service goal s and acconpl i shnents.

4. Serves as the first level for classification appeal decisions made at the
State or Headquarters operational servicing |evel

5. Responsible for participating in efforts designed to increase the
application of conputer technology to human resource activities, especially

t hrough t he devel oprment, nodification, and eval uation efforts to enhance
delivery of reports, provision of tinmely information to various custoners, and
to ensure the quality and tineliness of information support. Devel ops
standardi zed reports to relieve the burden fromservicing teans and to
facilitate nmeeting external reporting requirenents.

6. Prepares staff papers, statistical and narrative reports, handbooks,
operational procedures, and briefing docunments on a variety of personnel

adm ni strative, and program subjects to address management concerns, present
alternative approaches, and satisfy internal and external reporting

requi renents.

7. Reviews, anal yzes, and prepares comments and recomrendati ons, and
consol i dates Rural Devel opnent headquarters and field responses on CPM USDA,
and mission area reports and recomrended regul atory changes. Assesses the

i mpact of new regul ati ons and program requirenents. Devel ops user friendly

i npl erenti ng procedures, systens, and gui dance.
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8. Coordinates activities requiring the conbined efforts of operational
servicing units, Human Resources D visions, program Agency Adm nistrators,
Rural Devel oprment administrative service units, Departnental, Federal, and
private sector organizations.

9. Shares the responsibility with other Human Resources Divisions in

provi di ng | eader shi p, guidance, and direction in the planning, devel oprment,

i npl erent ati on and eval uati on of personnel prograns, and activities to
determ ne the overall effectiveness in neeting program objectives and
identifying areas and nethods for inproving delivery of human resource
operations and prograns. Provides staff role in support of these objectives.

10. Provides staff assistance, advice, and technical guidance, and consul ting
services to managenent officials and personnel specialists on personnel
matters includi ng personnel policy, regulatory, and procedural issues to neet
the needs of divisions, Rural Devel opnent's agencies, and field structure.

11. Provides a full range personnel operational services, conparable to
National Office Personnel Servicing Branches, to all headquarters enpl oyees
located in St. Louis, Mssouri.

12. Provides advisory services requested by Human Resources staff located in
each State Ofice. Coordinates devel opnent of information resources,
instructions, and on-site visits with the National Ofice. Schedules and
participates in the conduct of Personnel Management Eval uation Reviews of
State hunman resources activities.

13. Maintains liaison and working relationships with key officials of Rural
Devel opnent' s agenci es, USDA, OPM officials of other Federal agencies, and
others, and col |l aborates on matters of nutual concern. Represents Rural
Devel opnent' s agenci es on Departnental, inter-Departnental, and inter-agency
task forces on matters affecting the overall program
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07 15 06 O fice of Communi cations
(Housed in RHS)

Wil e housed in RHS for budget and accounting purposes, this staff is
responsible to the Deputy Under Secretary for &M for the devel opnent and
institution of plans, procedures, and policies necessary to provide
communi cation and informati on services to the Rural Devel opment m ssion area
Agenci es and the Under Secretary's staff, and for such other activities as the
Deputy Under Secretary for Q&M shall prescribe fromtinme to tine.

Assi gnnment of Functi ons

1. Serves in a liaison capacity with Rural Devel opnent's Agencies and the
Under Secretary's office. Provides infornation and communicati ons support.
Plans for future communications in rural initiatives and the Rural Devel opnent
m ssion area

2. Inforns enpl oyees, other agencies, special interest groups, and others of
services and products avail abl e.

3. Mintains current information and contacts in rural housing and community
devel opnent. Attends program specific briefings and meetings, maintains a
constituent data base, and conducts mnority outreach

4. Admnisters a public informati on and medi a center responsible for

medi a i nquiries, news rel eases, program announcenents, nedia advisories, and
information retrieval. Assists State Drectors and field offices with their
efforts to collect and dissemnate information. Coordinates training and
provi des gui dance to Public Information Coordinators.

5. Prepares, produces, and distributes newsletters, publications, brochures,
and speeches. Produces an in-house newsletter to provide Rural Devel opnent
information to all mssion area enpl oyees. Produces and/or reviews Rura
Devel opnent ' s i nfornational publications.

6. Mintains |liaison and working rel ationships with the Ofice of
Communi cations, OCR O, and other Departmental units involved in
Congressional relations and public information.

7. Conducts studies and surveys to determne the effectiveness of the
communi cations efforts and identifies areas where comuni cati ons can be
i mproved.
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RURAL HOUSI NG SERVI CE

07 11 Ofice of the Adm ni strator

A Assi gnrment of Functi ons

1. Responsible to the Under Secretary, Rural Devel opnent, for inplementing
and adm ni stering the prograns and support functions of the RHS which provide
assistance to rural Americans and their communities in obtaining adequate and
af f ordabl e housi ng and havi ng access to needed comunity facilities.

2. Assists the Under Secretary in carrying out the Secretary's responsibility
for | eadership and coordi nation of national and |ocal Rural Devel opnent
efforts.

3. Oversees the nmanagenent and adm ni stration of RHS prograns in the
designated State O fi ces.

4. Represents the Secretary and Under Secretary with Congress, QOvB, other
Federal and State agencies, special interest groups, and the general public.

5. Leads special projects and ad hoc task forces and coordi nates speci al
outreach prograns with the assistance of programdivision staffs to assure
that the Adm nistration's objectives on diversity and outreach are achi eved.

6. Assures that public information and activities are coordi nated between RHS
and departmental public affairs offices and that such activities reflect
outreach prograns and techni cal assistance efforts on the part of RHS to
improve the quality of life for rural Anerica.

B. Avail ability of Information

I nformati on concerning RHS may be obtained fromthe O'fice of
Communi cati ons, Qperations and Managenent, Rural Devel oprment, U.S. Depart nent
of Agriculture, Stop Code 0705, 1400 | ndependence Avenue, SW, Washi ngton,
D.C. 20250- 0705.
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C Regul ati ons

Regul ati ons governing RHS prograns may be found in Title 7, Code of
Federal Regul ations, parts 1800 through 2054 and 3500 through 3599.

D. H storical Docunents

For the creation of RHS, see Title Il of Pub. L. 103-354, the Depart nment
of Agriculture Reorganization Act of 1994 (7 U S. C 6943).

(1) the Consolidated Farm and Rural Devel opment Act, as anended
(7 US.C 1921 et seq).

(2) Title V, Housing Act of 1949, as anended (42 U S C 1471 et seq).
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07 11 00 0001 Legislative Affairs Staff

Assi gnrment of Functi ons

1. Wile housed in RHS for budget and accounting purposes, the staff director
is responsible to the Deputy Under Secretary for Q&M for tracking | egislation
concerning Rural Devel oprent. Staff covers and reports on rel evant heari ngs.
Drafts Rural Devel opnent mssion area testinony and coordinates its cl earance
with O3C, OCR OBPA, other USDA agencies and OMB. Prepares w tnesses and
provi des staff for hearings and markups. Drafts responses to post-hearing
questions and coordinates cl earance with OGC, OCR, OBPA, other USDA agenci es,
and QOWB.

2. Mintains a close working relationship with individual congressional
offices. Responds to infornation requests and casework. Reviews
correspondence. Briefs staff and Congressional nenbers on the Rural

Devel opnent matters(l egislative and regul atory). Coordi nates Rural Devel opnent
proj ect announcerents with field offices, programstaffs, and Ofice of
Congressional Relations (CR).

3. Coordinates Rural Developnent's legislative activities with O3C, OCR
OBPA, ot her USDA agencies, and OMB. Leads the preparation and cl earance of
Rural Devel oprment's annual |egislative program Prepares or contributes to
| egislative reports, pending legislation and enrolled bills, veto messages,
and | egi sl ative proposals. Devel ops and inplenments | egislative strategy, in
consultation with the Under Secretary and OCR

4. Coordinates the devel opnent, programmati c content and production of
materials in support of Rural Devel opment prograns and the |egislative agenda
for Congress and outside interests, including brochures, speeches for the
Under Secretary and other USDA officials, trip briefings, menoranda and
background papers, press rel eases, and other public information naterials.
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07 11 00 0003 Program Support Staff

Assi gnrment of Functi ons

1. Is responsible to the Admnistrator for nonitoring managerial and
techni cal effectiveness of RHS prograns. Coordinates review and anal ysis of

| egi sl ation, Executive Orders, OMB circulars, and Department regul ations for
their inpact on Agency prograns. Evaluates field operations to determne the
appropriateness and effectiveness of current and proposed policies and

pr ocedur es.

2. Develops, inplenents, interprets, and coordi nates architectural and
envi ronnental policies, regulations and guidelines of the Agency’'s Single
Fam |y Housing, Milti-Famly Housing, and GComrunity Facility prograrns.

3. Acts as the Agency’ s liaison with other federal agencies for effective

i npl ement ation of |legislation on technical issues. Acts as the Agency’s
contact point for the public interested in the Agency’ s architectural and

envi ronnental resources, site and buil di ng design, cost managenent,
construction contracts, disabled accessibility, indoor air quality, |ead-based
paint, netrication, and thermal performance.

4. Provides a wide range of technical and professional advice to Agency
officials in support of architectural and environnental policies and
procedures under relevant federal |aws and Executive Orders. Assists program
managers in conplying with architectural and environnental requirenents.

5. Evaluates and recomrends solutions to | and use pl anni ng, design,
construction, and other technical problens.

6. Provides reporting and record-keeping services for environnental audits
and nmandat ed Congressional reports on hazardous waste sites. Staff
responsibilities al so include nanagi ng RHS s Hazardous Waste Managenent Fund
in cooperation with the Departnent.

7. Develops and naintains a library of technical standards and references
essential to the orderly operation of Agency prograns.

8. Develops training manual s and conducts training on architectural and
envi ronnent al issues, programloan costs funds, and deci sion support system
devel opnent .
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9. Coordinates the Agency Debarment and Suspensi on process. Mintains
[iaison with the Under Secretary’'s staff regarding anti-lobbying restrictions
and drug-free workpl ace requiremnents.

10. Provides liaison with the Budget Division in formul ating the Agency
budget and directing its execution. Provides budget analysis to assist the
Adm ni strator and program nmanagers in assessing budgetary inpacts on program
delivery. Coordinates and tracks funds control for National O fice program
nmanager s.

11. Coordinates and tracks the use of Program Loan Cost Expense funds.
Coordi nates the process for allocating | oan and grant program funds (RD
I nstruction 1940-L).

12. Plans and directs programanal ytical and program nmanagenent support for
the formul ati on and execution of the Agency budget. Devel ops estimates of
program resource requirements, analyses of the inpact of varying funding

| evel s on programdelivery and policy inplenentation, and alternatives for top
managenent deci si ons.

13. Assists and coordinates Agency activities related to strategic pl ans,
annual performance pl ans, and performance nmeasures as required by the
Covernnent Performance and Results Act (GPRA). Serves as liaison with
appropriate Rural Devel opnent staffs in coordinating strategic planning and
GPRA activities.

14. Provides program managers with skilled staff support to access, anal yze,
and interpret Agency data and data avail able fromother sources. Provides
anal ysis of Bureau of Census dat a.

15. Devel ops specialized tools to manage prograns, inprove program
operations, and inprove programefficiency.

16. Devel ops mathenatical and statistical nodels to assist program nmanagers
with the anal ysis of programdata and applying the anal ysis to nmake sound
deci si ons.

17. Col |l aborates with program nanagers to identify needed deci si on support
systens and to apply rapid prototyping techniques in decision support system
devel opnent .

18. Devel ops met hods and techni ques of anal yzi ng data, using Geographic

I nformati on Systens and ot her advanced data nanagement systens, and presenting
results in a format which enhances the ability of program managers to
interpret the infornation
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19. Interacts with other information systens’ staffs and coordi nates systens

devel opnent and changes. Coordi nates speci alized automati on work stations for
State Ofice Architects and Engi neers.

20. Mintains the Agency’ s Internet “Hone Page.” Coordinates the process
anong Program di vi sions for updating Hone Page i nformation.
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07 12 Ofice of the Deputy Admnistrator, Single Famly Housi ng
Assi gnrment of Functi ons
1. Is responsible to the Admnistrator for the devel opnent of plans and the

i npl erent ati on of plans, procedures, and policies necessary for the efficient
and effective managenment of the Agency's Single Fam |y Housing prograns, which
ext end supervised housing credit to rural and small town people of limted
resources, thus providing an opportunity to have decent housing in an
acceptabl e environnent, and for other such activities as the Adm ni strator may
prescribe fromtime to time.

2. Provides executive | eadership, fornul ates and coordi nates policies and
provides direction in carrying out Single Famly Housing and techni cal

assi stance prograns in all States, the Commonweal th of the Northern Mariana
I slands, the Federated States of Mcronesia, the Republic of Palau, the
Republic of the Marshall Islands, American Sanmpba, Quam the Commonweal th of
Puerto R co, and the U S Virgin Islands.

3. Provides guidance and direction for Single Fam |y Housi ng prograns through
three divisions: Single Famly Housing Processing Division; Single Famly
Housi ng Servicing and Property Managenent Division, and Single Famly Housing
Centralized Servicing Center in St. Louis, M.

4. Adm nisters and nmanages sections 502 and 504 Rural Housing direct and
guaranteed | oan and grant prograns, Rural Housing and Self-Help Site | oans,
the Sel f-Hel p Techni cal Assistance grant program Housing Application
Packagi ng and Techni cal and Supervi sory Assi stance grants and ot her prograns
as prescribed by the Adm nistrator, RHS.

5. As arepresentative of the Admnistrator, RHS, neets with Menbers of
Congress, high level officials of other Federal and State agencies, specia
interest groups, and the general public to discuss programrequirenents in
general or to explain or defend the Agency's position taken on housing issues
or anticipated policy changes.

6. Wirks closely with other programdivisions and staffs, the G O3, and
with key officials in various phases of work, operating problens, individua
probl ens, individual cases, and procedural and other matters having
interrelated application or mutual concern
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07 12 00 0001 Single Fam |y Housing Processing D vision

Assi gnrment of Functi ons

1. Is responsible to the Deputy Adm nistrator, Single Fam |y Housing,
for the devel opnent and nationw de inpl ementati on of policies on
processing Single Fam |y Housing direct and guaranteed program | oans,
and other such activities as the Deputy Admnistrator may prescribe from
tine to time. The Division also provides direction in the follow ng:
Rural Housing Targeted Area Set-Aside; debarnents; section 502 D rect

| oans; section 502 Quaranteed | oans; paynment assistance; section 504
Loans and Grants; title clearance and | oan cl osing; site/subdivision
devel opnent; receiving and processi ng applications; Technical Assistance
G ants; Deferred Mortgage Paynent Program site | oans; construction
defects; credit reports; appraisals; Mnufactured Housing; coordinated
assessnent revi ews; Home Buyer's Counsel i ng/ Educati on Program adverse
deci sions and appeal s; allocation of |oan and grant program funds; and
housi ng appl i cati on packagi ng grants.

2. For each program inplenents current and | ong-range plans, policies,
and procedures for adm nistering the prograns and eval uating the
ef fecti veness of Agency goal s and objecti ves.

3. Provides direction and guidance to State O'fice personnel in
resol ving conpl ex problens of program adm nistration. Reviews and
provi des gui dance and aut horization to State Directors on | oans and
grants of a conplex and precedent setting nature or in excess of the
State Director's approval authority.

4. Conducts program eval uations to ensure State programoperations are
being effectively carried out and are consistent with National and State
| oan-maki ng policies. ldentifies national programweaknesses, nakes
recomrendations for inprovenments in operating efficiency, and identifies
and proposes corrective actions.

5. Incorporates Admnistration policy direction into existing procedures
through notices to field staff and regul atory anendments.

6. Initiates the planning, devel oping, and conducting of training
prograns for State and Local field office enpl oyees on assi gned prograns.
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7. As representative of the Admnistrator, meets w th Menbers of
Congress, high level officials of other Federal and State agencies,
special interest groups, and the general public to discuss the policies
and regul ations of the assigned prograns in general and to explain or
defend the Agency's position taken on programissues or antici pated
pol i cy changes.

8. Wirks closely with other programdivisions and staffs, A G O3, GAQ
and with key officials on programissues and operating probl ens.

9. Conducts lender reviews to ensure the guaranteed Rural Housing

programis being delivered with the required servicing to afford the
maxi mum assi stance to rural Anerica with the mni numanount of | osses.
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07 12 00 0002 Single Famly Housing Servicing and Property
Managenent Divi si on

Assi gnrment of Functi ons

1. Is responsible to the Deputy Adm nistrator, Single Fam |y Housing,
for the devel opnent and inplementati on of nationwi de policies for
servicing RHS' s multi-billion dollar portfolio of Single Famly Housi ng
| oans, and managi ng and selling Single Fam |y Housing inventory
properties as acquired by the Agency, and for such other activities as
the Deputy Administrator nmay prescribe fromtine to tinme.

2. Provides guidance to State and Local O fice personnel in the
ef fecti ve managenent and di sposition of acquired property.

3. Conducts programeval uations to ensure that State program operations
are being effectively carried out as planned and are consistent with
National and State | oan servicing policies and procedures. ldentifies
program weaknesses, nakes recommendations for inprovenents in operating
efficiency, and identifies the corrective action to be taken. Provides
techni cal support to field offices regardi ng policies, procedures, and
evaluation prior to, during, and after conducting National Internal
Reviews (NRs). Follows up with field offices to assure acconpli shnent
of the corrective action.

4. Incorporates policy issuances into existing procedures. Prepares
noti ces and amendnments for issuance to the field organization, and
provi des techni cal advice and assistance to National and State Ofice
enpl oyees, as well as to the Centralized Servicing Unit in St. Louis,
M ssouri .

5. Initiates the planning, devel opment, and inpl enentation of training
prograns for State and Local O fice enpl oyees on assigned prograns.

6. Reviews, analyzes, and recomrends action to be taken on | oan
servicing and property nanagement cases requiring the prior clearance
fromthe National O'fice. Resolves or recomends the disposition of
probl em cases submitted for technical review and approval by higher
authority.
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7. As arepresentative of the Admnistrator, nmeets with Menbers of
Congress, high level officials of other Federal and State agencies,
special interest groups, and the general public to discuss the Housing
program | oan servicing and property managenent requirenents in general
or to explain or defend the Agency position taken on programissues or
antici pated policy changes.

8. Wirks closely with other programarea staffs, G O3C, and with key
officials on issues concerning Single Fam |y Housi ng.
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12 00 0003 Single Famly Housing Centralized
Servicing Center - St. Louis, Mssouri

Assi gnrment of Functi ons

1. Is responsible to the Deputy Adm nistrator, Single Fam |y Housing,
for the devel opnent and inpl ementation of plans, procedures, and
policies necessary for the operation of the central unit in charge of
centrally servicing RHS s multi-billion dollar portfolio of Single
Fam |y Housi ng | oans.

2. Inplements current |ong range plans, policies, and procedures for
servicing actions on outstandi ng | oans, including adm nistering the
Agency's interest credit or paynent assistance renewals; performng
escrow activities for real estate taxes and property hazard i nsurance;
overseeing collection of |oan paynments, granting of interest credit and
payment assistance and nmoratoria as necessary to be responsive to
borrowers' change of circunstances and rel ated appeal s, assunption of

| oans or sale of security property (including recapture of subsidy
granted on the | oan), and other problens which arise during a borrower's
owner shi p.

3. Wirks closely with other programarea staffs in the National Ofice,
AOG O&C, and with key officials on various phases of Single Famly
Housi ng concer ns.

4. Responsible for the design, devel opnent, inplenentation, operation
and nai ntenance of a loan origination and servicing systemin conpliance
with established policy guidelines, e.g., USDA, OVB, Treasury, etc.

5. Mintains |oan origination and servicing system which provides
financial data for the Government-w de standard general |edger.

6. Participates in Rural Devel oprent IRMreview and planning activities
to ensure adequate consideration is given to | oan origination and
servicing requiremnents.

7. Develops, inplenments, and maintains an effective custoner service
programfor borrowers serviced by the Centralized Servicing Center
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07 13 Ofice of the Deputy Admnistrator, Milti-Famly Housi ng

Assi gnrment of Functi ons

1. Is responsible to the Adm nistrator for the devel opment and

i npl erent ati on of plans, procedures, and policies necessary for the efficient
and effective managenent of RHS s Miulti-Fam |y Housing prograns, which extend
supervi sed housing credit to provide rural residents an opportunity to have
decent, safe, and sanitary rental housing, and for other such activities as
the Admnistrator may prescribe fromtime to tine.

2. Provides executive | eadership, fornul ates and coordi nates policies and
provides direction in carrying out the Milti-Famly Housing and techni cal
assi stance prograns in all States, the Commonweal th of the Northern Mariana
I slands, the Federated States of Mcronesia, the Republic of Palau, the
Marshal | |sl ands, American Sanba, Quam Commonweal th of Puerto R co, and the
U S Virgin Islands.

3. Administers and manages the Section 515 Rural Rental Housing, Rural
Cooperati ve and Congregate Housi ng Prograns, Section 521 Rental Assistance,
Farm Labor Housi ng | oan and grant prograns, Housing Preservation Grants, rural
housi ng vouchers, Housing Application Packaging Grants, and other prograns as
prescribed or the Adm nistrator, RHS

4. Provides guidance and direction for multi-famly prograns through two
divisions: the Milti-Famly Housing Processing Dvision and the Milti-Famly
Housi ng Portfolio Management D vi sion.

5. As arepresentative of the Admnistrator, nmeets with Menbers of Congress,
high level officials of other Federal and State agencies, special interest
groups, and the general public to discuss programrequirenments in general or
to explain the Agency position taken on housing issues or anticipated policy
changes.

6. Wirks closely with other programdivisions and staffs, A G 0O3C, GAQ and
key officials on Miulti-Fam |y Housing concerns.
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07 13 00 0001 Multi-Fam |y Housing Processing D vision

Assi gnrment of Functi ons

1. Is responsible to the Deputy Admnistrator, Milti-Famly Housing,

for the devel opnent and nationw de inpl ementation of policies for the
efficient and effective managenent of the Milti-Fam |y Housi ng program
and other such activities as the Deputy Admnistrator may prescribe from
tinme to time. The Division manages the foll ow ng program areas:

elderly and famly rental housing, Farm Labor Housing | oans and grants,
outreach contacts, congregate facilities, Housing Preservation Gants,
cooperati ve housing, rural housing vouchers, appraisals, Congregate
Housi ng Services GGants, Rental Assistance, Housing Application
Packagi ng Gants, targeted area and nonprofit set asides, Milti-Famly
Housi ng suspensi ons and debarnents, title clearance and | oan cl osi ng,

all ocation and nonitoring of |oan and grant funds, adverse decisions and
appeal s, commercial credit reports, individual credit reports, and, site
devel opnent .

2. For each program inplenents current and |ong-range plans, policies,
and procedures for adm nistering the prograns and eval uating the

ef fecti veness of Agency goal s and objectives. Such policies and
procedures are based on statutes authorizing the respective prograns.

3. Provides direction and guidance to State O'fice personnel in

resol ving conpl ex problens of program adm nistration. Reviews and
provi des gui dance and aut horization to State Directors on | oans and
grants of a conplex or precedent setting nature, or |oans in excess of
the State Drector's approval authority.

4. Conducts program eval uations to ensure State programoperations are
being effectively carried out and are consistent with National and State
| oan making policies. ldentifies national programweaknesses, nakes
recomrendations for inprovenments in operating efficiency, and identifies
and proposes corrective actions.

5. Incorporates Admnistration policy direction into existing
procedures through notices to field personnel and regul atory amendnents.

6. Initiates the planning, devel oping, and conducting of training
prograns for State and Local field offices enpl oyees on assi gned
pr ogr ans.
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7. As representative of the Admnistrator, meets with Menbers of
Congress, high level officials of other Federal and State agencies,
special interest groups, and the general public to discuss the policies
and regul ations of the assigned prograns in general and to explain the
Agency position taken on programissues or anticipated policy changes.

8. Wirks closely with other programdivisions and staffs, A G OX,

GAQ and key officials on Milti-Fam |y Housi ng programissues and
operati ng probl ens.
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07 13 00 0002 Multi-Fam |y Housing Portfolio Managenent D vision

Assi gnrment of Functi ons

1. Is responsible to the Deputy Admnistrator, Milti-Famly Housing, for the
devel opnent and institution of the plans, procedures, and policies necessary
for the efficient and effective managenent and servicing of the nationw de
Mil ti-Fam |y Housing prograns, and other such activities as the Deputy
Adm ni strator may prescribe fromtine to tine. The Dvision is responsible
for ensuring the delivery of services needed to support affordable, nodest,
decent, safe, and sanitary housing units to eligible tenants and the orderly
repayment of Milti-Fam |y Housing | oan debt.

2. Inplenments current and | ong range plans, policies, and procedures for
adm ni stering the servicing of all Rural Rental Housing | oans, Labor Housing
| oans and grants, and Rental Assistance or simlar tenant subsidies for
servicing and housing preservation activities.

3. Conducts programeval uations to ensure that State programoperations are
bei ng effectively carried out as planned and are consistent with National and
State | oan maki ng and servicing policies and procedures. ldentifies program
weaknesses, nakes recommendations for inprovenents in operating efficiency and
identifies the corrective action to be taken. Follows up with field offices
to assure acconplishment of the corrective action

4. Incorporates policy issuances into existing procedures. Prepares notices
and anendnents for issuance to the field organi zati on, and provi des technica
advi ce and assistance to National, State and Local enpl oyees.

5. Initiates the planning, devel oping, inplenenting, and conducting of
training prograns for State and Local office enpl oyees on assigned prograrns.

6. Reviews, analyzes and recomrends action to be taken on | oan servicing
cases requiring prior clearance of the National Ofice. Receives or
recomrends the disposition of problemcases submtted for technical review and
approval by higher authority. Provides technical and overall policy guidance
as it relates to Milti-Fam |y Housing progranms on servicing issues.
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7. Initiates the devel opment of admnistrative tools to hel p nanage the
Milti-Fam |y Housing program Wrks with the Program Support Staff to assure
that automated systens and tool s neet program needs.

8. As arepresentative of the Admnistrator, nmeets with Menbers of Congress,
high level officials of other Federal and State agencies, special interest
groups, and the general public to discuss the Milti-Fam |y Housing program

| oan servicing requirenents in general or to explain or defend the Agency's
position taken on programissues or anticipated policy changes.

9. Wirks closely with other programdivisions and staffs, A G 0O3C, GAQ and
key officials on Miulti-Fam |y Housing programissues and operati ng problens.
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07 14 Ofice of the Deputy Admnistrator, Community Prograns

Assi gnrment of Functi ons

1. Is responsible to the Adm nistrator for overseeing the administration and
managenent of a broad range of Community Facilities |oans, grants, and other
assi gned prograns such as, but not limted to: hospitals and nursing hones,
police and fire stations, libraries, schools, and adult and child care
centers, etc. This office is also responsible for policy devel oprment, fund
di stribution, processing, and servicing of |oans and grants.

2. Mnitors and evaluates the adm nistration of |oan and grant prograns on a
nati onwi de basi s.

3. Mintains liaison with other Federal agencies, comrercial |ending
organi zations, and special interest organizations relating to Rural
Devel opnent on a national basis.

4. As a representative of the Admnistrator, neets with Menbers of Congress,
high level officials of other Federal and State agencies, special interest
groups, and the general public to discuss programrequirenents in general or
to explain the Agency position taken on community facilities issues or

antici pated policy changes.

5. Wirks closely with other programdivisions and staffs, A G O3, GAQ and
key officials on conmunity facilities programissues and operati ng probl ens.
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(Revision 1)
07 14 00 0001 Community Prograns Loan Processing D vision
Assi gnrment of Functi ons
1. Is responsible to the Deputy Adm nistrator, Community Prograns, for the

overall adm nistration, policy devel opnent, fund distribution, and processing
of Community Facilities |oans and grants and ot her | oan and grant prograns
assigned to the Dvision. (Revised 07-19-99, SPECI AL PN)

2. Mintains and controls fund allocations for direct and guaranteed
Community Facilities loans and grants. (Revised 07-19-99, SPECIAL PN)

3. Reviews large and unusual ly conpl ex | oan dockets and concurs or rejects
field of fice recommendati ons.

4. Maintains liaison with St. Louis Ofice relating to fund all ocati ons and
obl i gati ons.

5. Incorporates Admnistration policy direction into existing procedures
through notices to field personnel and regul atory amendnents.

6. As arepresentative of the Admnistrator, nmeets with Menbers of Congress,
high level officials of other Federal and State agencies, special interest
groups, and the general public to discuss the policies and regul ations of the
assigned prograns in general and to explain the Agency position taken on
programissues or anticipated policy changes.

7. Mintains quality control of prograns assigned to the D vision and takes
corrective action, as needed.

8. Provides technical assistance to field staff.
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(Revision 1)

07 14 00 0002 Servicing and Special Authorities D vision

Assi gnrment of Functi ons

1. Is responsible to the Deputy Adm nistrator, Comunity Prograns, for the
overall adm nistration, policy devel opnent, processing and servicing of the
Community Facilities loan and grant prograns, as well as other prograns
assigned to the D vision

2. Conducts programeval uations to ensure that State programoperations are
bei ng effectively carried out as planned and are consistent with National and
State | oan maki ng and servicing policies and procedures. |Ildentifies program
weaknesses, nakes recommendations for inprovenents in operating efficiency and
identifies corrective actions to be taken. Follows up with field offices to
assure acconplishnent of the corrective action

3. Admnisters and services Nonprofit National Corporation |oans and grants.

4. Reviews and concurs or requests proposed servicing actions submtted by
field offices.

5. Conducts trend anal ysis of |oan and grant prograns and del i nquenci es.
6. Develops and nonitors the effectiveness of the field outreach program
7. Develops regulations relating to | oan servicing and grants.

8. Monitors servicing actions on Community Prograns | oans.

9. Provides technical advice and guidance to field staff.
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RURAL UTI LI TI ES SERVI CE
15 11 Ofice of the Admnistrator
A Assi gnrment of Functi ons
1. Is responsible to the Under Secretary, Rural Devel oprment, for managi ng and

adm ni stering the prograns and support functions of RUS to provide financia
and techni cal support for rural infrastructure, to include electrification

t el ecomruni cati ons, clean drinking water, and water disposal systens pursuant
to the Consolidated Farmand Rural Devel opment Act, as anended (7 U S.C 1921
et seq.), and the Rural Hectrification Act of 1936, as amended (7 U S.C 901
et seq.)

2. Develops and inplenments strategic plans and policies concerning the
admnistration of the Rural Hectrification Act of 1936, as anended.

3. Serves as Governor of the Rural Tel ephone Bank (RTB) and, as such

exerci ses and perforns all functions, powers, and duties of the tel ephone Bank
(7 US C 944). The RIB is managed by a 13-nenber board of directors, and its
ongoing activities are carried out by enpl oyees of RUS and OGC.

4. Admnisters a programof |oans and grants to public bodies, nonprofit
corporations, cooperatives, and Indian tribes to finance the constructi on of
wat er and waste disposal facilities to serve persons in rural areas.

5. Assists the Under Secretary in providing | eadership and coordination to
National and | ocal rural econom c and community devel opnent efforts.

6. Oversees the admnistration and delivery of Agency prograns in the
designated State O fi ces.

7. Represents the Secretary and Under Secretary with Congress, OVB, other
Federal and State agencies, special interest groups, and the general public.

8. Assures achi evenent of the Admnistration's objectives on diversity and
outreach in programadm nistration and delivery.

9. Assures that public information and activities are coordi nated between RUS

and Departmental public affairs offices, and that such activities reflect
outreach, prograns, and technical assistance efforts on the part of RUS
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B. Avail ability of Information

I nformati on concerning RUS may be obtained fromthe O'fice of
Communi cati ons, Qperations and Managenent, Rural Devel oprent,
U S Department of Agriculture, Stop Code 0705, 1400 | ndependence Avenue,

SW, Washi ngton, DC 20250-0705.
C Regul ati ons

Regul ati ons governing RUS may be fou nd in Title 7, Code of Federal
Regul ati ons, parts 1600, 1700, and 1800- 2054.

D. H storical Docunents

For the creation of the RUS see Title Il of Pub. L. 103-354, the
Department of Agriculture Reorganization Act of 1994 (7 U S. C 6942).
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15 11 01 Borrower and Program Support Services
Assi gnrment of Functi ons
1. Is responsible to the Admnistrator's Ofice for planning and carryi ng out

a variety of programand adninistrative services in support of all RUS
prograns, and provi des expert advisory service and coordination for the
Adm ni strator through the follow ng three professional staff groups:

2. The Administrative Liaison Staff advises the Adm nistrator and ot her key
RUS officials on managenent issues and policies relating to human resources,
EEQ | abor - managenent partnershi p, admni strative services, travel managenent,
autonmated i nformation systens, and adnmi nistrative budgeting and funds control
Serves as a liaison for the Admnistrator with the consolidated perati ons and
Managenent organi zation on these and all other adm nistrative nanagemnent
issues. Acts for the Admnistrator in providing ongoing adm ni strative
oversight to the other two staffs in this organization

3. The Program Accounting Services D vision devel ops and eval uates the
accounting systens and procedures of Hectric, Tel ecomunications, and \ater
and Wastewater borrowers; assures that accounting policies, systens, and
procedures neet regul atory, Departmental, GAOQ OVB, and Treasury Depart ment
requi renents; exam nes borrowers’ records and operations, and reviews
expenditures of |oans and other funds; devel ops audit requirenents, and
approves Certified Public Accountants to performaudits of borrowers.

4. The Financial Services Staff evaluates the financial conditions of
troubl ed borrowers; negotiates settlenents of delinquent |oans to satisfy
borrowers, | enders, and Governnent interests; and nakes reconmendations to
program Assi stant Admi nistrators on ways to inprove the financial health of
borr owers.
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15 12 Assistant Adnministrator - Hectric Program

Assi gnrment of Functi ons

1. Is responsible to the Admnistrator for directing and coordi nating the
Rural El ectrification programof RUS nationw de.

2. Participates with the Admnistrator, Deputy Adm nistrators, and other
officials in planning and fornulati ng the prograns and activities of the

Agency.

3. Develops, maintains, and inplenments regul ati ons and program procedures on
processi ng and approving |loans and | oan-rel ated activities for the Nation's
rural electric borrowers.

4. Serves as the principal advisor to the Adm nistrator on statistics and
proposed | egislation affecting the Rural El ectrification program

5. Serves as the Agency’ s expert on rural electrification natters, and
represents the Agency in that capacity in dealing with State and | oca
officials, industry associations, other Federal agencies and in congressi ona
t esti nony.
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15 12 01/02 El ectrical Regi onal Divisions

Assi gnrment of Functi ons

1. These two divisions are responsible to the Assistant Adm ni strator-

El ectric Prograns for admnistering the Rural El ectrification programin
speci fi c geographic areas and serving as the single point of contact for al
di stribution borrowers.

2. The divisions provide guidance to borrowers on RUS | oan policies and
procedures, and rmake recomrendations to the Adm ni strator on borrower
applications for RUS financing.

3. The divisions al so assure that power plant, distribution, and transm ssion
systens and facilities are designed and constructed in accordance with the
terns of the | oan and proper engineering practices and specifications.

4. Maintains oversight of borrower rate actions. Provides guidance to
borrowers on the environmental aspects of the design, construction, and
operation of their systens, supplenmental power resources, and | oan and energy
managenent. Maintai ns necessary oversi ght of borrowers' managenent and
techni cal operations and practices to assure the security of the Governnent's
| oans.
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15 12 03 Power Supply Division

Assi gnrment of Functi ons

1. Is responsible to the Assistant Admi nistrator-E ectric Program for

adm ni stering the Rural E ectrification programw th regard to power supply
borrowers nationwi de and serves as primary point of contact between RUS and
all such borrowers

2. Develops and naintains an effective and efficient | oan processing program
which is responsive to Rural El ectrification Act purposes.

3. Develops and adm ni sters engi neering and construction policies related to
pl anni ng, design, construction, operation, and mai ntenance for power supply
borr owers.

4. Maintains a continuing financial and nmanagenent overvi ew of power supply
borrowers to assure that such borrowers' operations are consistent with sound
fiscal policies and procedures, |oan contracts, nortgage and policy

requi renents, and | oan security.
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15 12 04 H ectric Staff D vision

Assi gnrment of Functi ons

1. Is responsible to the Assistant Admi nistrator-E ectric Program for
engi neering activities related to the design, construction, and technica
operations and mai ntenance of power plants, distribution of power, and
transm ssion systens and facilities, including | oad managenent and
comuni cat i ons.

2. Devel ops Agency engineering practices, policies, guidelines, and technica
data relating to electric borrowers' systens.

3. Performs staff assignments and provi des gui dance on matters relating to
fuels for electric generating stations and environmental |aws and regul ations.

4. Develops criteria and techniques for evaluating the financing and
performance of electric borrowers; and devel ops and naintai ns financi a
expertise on the distribution and power supply |oan program and retail and
whol esal e rates.

5. Provides advice and assistance to the Regional Ofices, and as requested,
to borrowers on the above functions and responsibilities. Mintains |iaison
with ot her Government agencies, utilities, industry officials, and

pr of essi onal organi zations on the above natters.

6. |Is responsible for the devel opment of engineering regul ations, bulletins,
and staff instructions for the electric program
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15 13 Assistant Administrator - Tel ecomruni cati ons Prograns

Assi gnrment of Functi ons

1. Is responsible to the Admnistrator for directing and coordi nating the
Nati onal Rural Tel ecommuni cati ons, D stance Learning, and Tel enedi ci ne
prograns of RUS

2. Participates with the Admnistrator and Deputy Adm ni strator and ot her
officials in planning and fornulating the prograns and activities of RUS

3. Assistant Adnministrator, Tel ecommunications Prograns, serves as Assistant
Covernor of the RTB and is responsible for the day-to-day activities of the
RTB. Devel ops, maintains, and inplements regul ati ons and program procedur es
on the processing and approval of grants, loans, and loan-related activities
for all rural tel ecomrunications borrowers and grant recipients.

4. Serves as the principal advisor to the Adm nistrator on statistics and
proposed | egi slation affecting the Agency’ s tel ecomuni cation prograns.

5. Serves as RUS s expert on tel ecomunications natters, and represents the
Agency in that capacity in dealing with State and | ocal officials, industry
associ ations, other Federal agencies, and in Congressional testinony.
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15 13 03 Tel ecomuni cations Standards D vi sion
Assi gnrment of Functi ons
1. Is responsible to the Assistant Adm nistrator, Tel ecomrunications, for

engi neering staff activities related to the design, construction, and
techni cal operation and nai ntenance of rural telecomrunications systens and
facilities.

2. Devel ops engineering practices, policies, and technical data related to
borrowers' tel ecomuni cations systens.

3. Evaluates the application of new communi cati ons network technol ogy,
i ncl udi ng di stance learning and telenedicine, to rural telecommnications
syst ens.

4. Devel ops standards, policies, and procedures in connection with | oan
construction activities in the Rural Tel ecomruni cations program

5. Provides advice and assistance to the Area Ofices and, as requested, to
borrowers on the above functions and responsibilities.

6. Mintains |liaison with other governnent agencies, utilities, industry
officials, and professional organizations on the above nmatters.
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15 13 04 Advanced Tel ecomuni cations Services Staff

Assi gnrment of Functi ons

1. Serves as the primary staff for the Assistant Adm nistrator

Tel ecommuni cations Program (AAT) in the role of the Assistant CGovernor of the
RTB. Perforns anal yses and nmakes recomendations to the AAT on issues raised
by the RTB CGovernor, Board of Directors, or RIB borrowers.

2. Performs the cal cul ati ons necessary to deternine the cost of noney rate to
RTB borrowers.

3. Arranges for RTB Board Meetings, Stockhol ders Meetings, and el ections of
the RTB Board of Directors. Miintains official records for the RTB Board and
prepares mnutes of RTB Board neetings. The staff director serves as the
Assi stant Secretary to the RIB.

4. Recomrends and devel ops programwi de procedures for |oan and grant
pr ogr ans.

5. Serves as the analytical staff for the AAT on issues relating to the
adm ni stration of the tel ecommunications program its borrowers, and the
t el ecomruni cations industry.

6. Provides ongoi ng assi stance to Tel ecomruni cati ons Program Area O'fices for
the review of D stance Learning and Tel enedicine Loan and G-ant applications
and the devel opnent of application materials.

7. Serves as the responsible office (Wb Master) for the Tel ecommuni cati ons
Program s home page on the Internet.

8. Develops practices and procedures for determning toll forecasts for the
Tel ecommuni cations Progranis Area Ofices and develops the toll forecasts for
borrowers with conplicated settlenment arrangemnents.

9. Reviews all toll revenue forecasts for projected | oans to assure accur ance
of revenue projections.

10. Serves as the lead staff for devel opi ng Federal regul ations, bulletins,
and staff instructions for the Tel ecommuni cations Program
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15 13 05/ 06/ 07/ 08 Tel ecommuni cati ons Area Ofi ces

1. These four offices are responsible to the Assistant Adm nistrator -

Tel ecomruni cations Program for adm ni stering the Tel ecomuni cations, D stance
Learning, and Tel enedicine prograns for specific geographi c areas, serving as
the single point of contact for all program applicants and borrowers wthin
their respective areas.

2. The offices provide guidance to applicants and borrowers on RUS and RTB
| oan policies and procedures, and make reconmendati ons to the Adnministrator on
applications for |oans, guarantees, and grants.

3. The offices assures that borrower systens and facilities are designed and
constructed in accordance with the terns of the | oan, acceptabl e engi neering
practices and specifications, and acceptable service and | oan security

st andar ds.

4. Assures that conpleted construction nmeets acceptabl e standards for quality
of service and | oan security.

5. Reviews, analyzes, and takes appropriate action on borrowers’ toll revenue
settlements and | ocal service rates.

6. Miintains necessary oversight of borrowers’ managenent and technica
operations and practices to assure the security of the Governnent’s | oans.
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15 14 Assistant Adninistrator - Water and Environnmental Prograns

Assi gnrment of Functi ons

1. Is responsible to the Admnistrator for directing and coordi nating a
nati onwi de Vlater and Waste D sposal Program for RUS as authorized under
Section 306 of the Consolidated Farm and Rural Devel opment Act, as anended
(7 U S C 1926).

2. Participates with the Admnistrator and other officials in planning and
fornmul ating the prograns and activities of RUS

3. Oversees administration of RUS policies on making and servicing | oans and
grants for water and waste facilities in rural America.

4. COversees admnistration of the devel opment of engi neering policies,
gui del i nes, and practices related to the construction and operation of
community water and waste di sposal systens.

5. Oversees the devel oprent and coordi nation of RUS environnental prograns
with regard to the Water and Waste di sposal Program

6. Miintains know edge of the statutes authorizing the respective prograns,
and drafts proposed | egislation revisions as needed. Al so naintains know edge
of social, economic, and credit conditions in rural areas.

7. Drects the planning and devel oprent of an annual budget for water and
wast e di sposal projects. This funding is part of an overall Agency

aut horization. Once approved, recomrends and nonitors allocations nmade to the
St at es.

8. Pl ans and manages the budget for all staff field trips to evaluate field
operations, train field enpl oyees, and ot her program purposes.

9. Keeps current and fully informed of the effectiveness of existing policies
and practi ces. Plans and initiates actions independently, and based on
findings, affects appropriate changes to inprove or facilitate operations.
Directs the preparation and di ssemnation of special notices, program

rel eases, and training materials for such purposes.
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15 14 01 Water Prograns Division

Assi gnrment of Functi ons

1. Is responsible to the Assistant Adm nistrator, Water and Environmnent al
Prograns for adm nistering Water and Waste Disposal | oan and grant maki ng and
servicing activities nationw de authorized under Section 306 of the

Consol i dated Farm and Rural Devel opment Act, as anended. (7 U. S.C 1926).

Al so adm nisters the Water and Waste D sposal special authorities authorized
under Section 306 of the Consolidated Farmand Rural Devel opment Act, as
anmended.

2. Serves as the headquarters office that directs the Water and Waste

Di sposal |oan and grant making, servicing, and special authorities activities
of the National and field staffs. Proposes and inplements policies and

regul ati ons rel ated thereto.

3. Alocates loan and grant funds to field offices and manages Nati onal
O fice reserves.

4. Provides training for key field staff. Reviews and eval uates the work of
field office staffs.

5. Concurs in the approval of |oans and grants.

6. Mintains a liaison with national interest groups interested in the
devel opnent of rural water and waste disposal facilities. Consults w th other
Federal agencies that finance or regul ate water and waste disposal facilities.

7. Responsible for the overall upkeep, inprovenent, and inplenentation of the
Wt er and Waste D sposal program nanagenent data system “Rural Community
Facility Tracki ng System (RCFTS),” including training of national and field
staffs.

8. Responsible for coordinating with the Engi neeri ng and Envi ronnmental Staff
to inpl ement National Environmental Policy Act and ot her environment al
requi renents, including providing training.

9. Responsible for meeting with and respondi ng to Congressional offices,
public interest groups, and the general public.

10. Liaison with the Budget Staff on program budget natters, including
preparation of budget justifications.
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15 14 03 Engi neering and Environnental Staff

Assi gnrment of Functi ons

1. Is responsible to the Assistant Adm nistrator, Water and Environnenta
Prograns for engineering activities at all stages of programinpl enentation
including: review of prelimnary engineering plans and specifications,
procurenent practices, contract awards, construction nonitoring, and system
operation and mai nt enance.

2. The staff al so devel ops RUS engi neering practices, policies, guidelines,
and technical data related to the construction and operati on of comrunity
wat er and waste di sposal systens.

3. Responsible for coordinating environnental policy and providing technica
support in areas such as: hazardous waste, debarnent and suspension, flood

i nsurance, drug free workpl ace requirenments, and devel opment and revi ew of
conput er programsoftware to assist in programinpl enentation

4. Provides technical support and training to all national and field office
staff menbers in all areas of responsibility in order to effectively carry out
devel oped policies and procedures.
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RURAL BUSI NESS- COOPERATI VE SERVI CE
32 11 Ofice of the Adm nistrator
A Assi gnrment of Functi ons
1. Is responsible to the Under Secretary, Rural Devel oprment, for managi ng and

adm ni stering the prograns and support functions of RBS to provide assistance
to di sadvant aged communities through grants and | oans and techni cal assistance
to busi nesses and communities, rural citizens, coopertives, pursuant to the
foll owi ng authorities:

(1) The Rural E ectrification Act of 1936, as amended (7 U S.C 940c
and 950aa et seq.).

(2) The Consol i dated Farm and Rural Devel oprment Act (7 U S.C 1921
et seq.).

(3) The Cooperative Marketing Act of 1926 (7 U S.C 451-457).
(4) The Agricultural Marketing Act of 1946 (7 U S. C 1621-1627).
(5) The Food Security Act of 1985 (7 U S.C 1932).
These grants, |oans, and technical assistance inprove community wel fare by
enhanci ng organi zati onal and managenent skills, devel oping effective econom c
strategi es, and expanding narkets for a wi de range of rural products and

servi ces.

2. Assists the Secretary in providing | eadership and coordination to nationa
and | ocal rural econom c and comrunity devel opment efforts.

3. Oversees the admnistration and delivery of RBS prograns in the designated
State offices

4. Represents the Secretary and Under Secretary with Congress, QOVB, other
Federal and State agencies, special interest groups, and the general public.

5. Assures achi evenent of the Admnistration's objectives on diversity and
outreach in programadm nistration and delivery.

6. Assures that public information and activities are coordi nated between RBS
and Departmental public affairs offices, and that such activities reflect
outreach, prograns, and technical assistance efforts on the part of RBS to
improve the quality of life for rural Anerica.
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B. Avail ability of Information

I nformati on concerning RBS may be obtained fromthe Ofice of
Communi cati ons, Qperations and Managenent, Rural Devel oprment, U.S. Depart nent
of Agriculture, Stop Code 0705, 1400 I ndependence Avenue, SW, Washington, DC
20250- 0705.

C Regul ati ons

Regul ati ons governing RBS may be found in Title 7, Code of Federal
Regul ati ons, parts 700-2054 and 4200 t hrough 4299.

D. H storical Docunents

For creation of RBS, see Title Il of Pub. L. 103-354, the Departnent of
Agriculture Reorgani zation Act of 1994 (7 U S.C. 6944).
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32 11 00 0001 Resources Coordination Staff

Assi gnrment of Functi ons

1. This staff is responsible to the Adm nistrator, RBS, for preparing
legislative initiatives and nodifications for RBS program enhancenent, in
coordination with the appropriate Rural Devel opnent m ssion area policy
officials. Miintains awareness of |egislative and regulatory proposals from
sources outside RBS. Monitors |legislative and regulatory actions that
potentially inpact RBS functions.

2. Staff serves as liaison on budgetary and financial managenent matters
between RBS staff and the Ofice of the Controller, and assists the
Adm ni strator in presenting and supporting RBS s budget and program pl ans.

3. The staff al so advises the Adm nistrator and key RBS officials on
managenent issues and policies related to: human resources, |abor relations,
civil rights, EEQ space, equipnent, travel, Senior Executive Service and
Schedule C activities, contracting, automated information systens, accounting,
and other related matters. Provides anal ysis and recomrendati ons on the

ef fectiveness of adm nistrative and managenment activities. Assesses RBS s
needs and deficiencies and initiates or recomrends positive action. Perforns
l'iaison functions between the Agency and the Ofice of the Deputy Under
Secretary for &V on a wide variety of admnistrative functions.
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32 12 Alternative Agricultural Research and
Commrer ci al i zati on Cor porati on
(Serviced by RBS)

Assi gnnment of Functi ons

1. For budget and accounting purposes, this Corporation is assigned to RBS

Is responsible directly to the Ofice of the Secretary for providing and

nmoni toring financial assistance for the devel opment and commerci al i zati on of
new nonf ood and nonfeed products fromagricultural and forestry commodities in
accordance with 7 U .S C. 5901 et seq.

2. Acts as a catalyst in formng private and public partnerships.

3. Pronotes new uses of agricultural naterials.

4. Expands narket opportunities for U S farners through devel oprment of
val ue- added i ndustrial products.

5. Pronotes environmentally friendly products.

6. Facilitates the collection and di ssemnation of information concerning the
New Uses novenent in agriculture.

7. Develops international contacts to expand the awareness of New Uses.

8. Preferentially invests in small firns in rural areas, providing enpl oynent
i n under devel oped sectors of the U S econony.
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32 13 Ofice of the Deputy Adm nistrator, Business Prograns
Assi gnrment of Functi ons
1. Is responsible to the Admnistrator, RBS, for overseeing and coordinating

the Business and Industry Quaranteed and Direct Loan prograns, Internediary
Rel endi ng Program | oans, Rural Business Enterprise grants, Rural Business
Qoportunity grants, Rural Econom c Devel oprment | oan and grant prograns, and
the Rural Venture Capital Denonstration Program

2. Participates in policy planning, program devel opnent, and eval uati on
activities for RBS

3. Evaluates Government prograns and policies and changes in the rura
econoni ¢ and soci al environnent for inpact on | oan and grant prograns and
devel opnent of innovative busi ness devel opnent approaches.

4. Directs the devel opment and mnai nt enance of policy and regul ations.
Directs the processing, approval, and servicing of business | oans and grants.

5. Oversees providing technical assistance to field enpl oyees and borrowers
on | oan processi ng and servi ci ng.

6. Directs devel opment of approval criteria and performance standards for
| oans and grants.

7. Monitors the review of |arge, conplex, or potentially controversial |oan
and grant dockets.

8. Mnitors the direction and coordi nation of business | oan and grant
pr ogr ans.

9. Wses statistics, databases, and analysis of these itens to establish,
amend, or support programpolicy and to respond to public or private requests
for information.

10. Oversees the collection of statistics, maintenance of databases, and

provi des anal ysis and pl anni ng support regardi ng busi ness prograns and | oan
and grant processing, and servicing.
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32 13 00 0001 Processing D vision

Assi gnrment of Functi ons

1. Is responsible to the Deputy Adm nistrator, Business Prograns, for

devel opi ng and mai ntai ning | oan processing regul ations. Directs the
processi ng and approval guaranteed and direct business and industry |oans, and
the Rural Venture Capital Denonstration Program

2. Provides technical assistance to field enpl oyees and borrowers on | oan
processi ng and other activities.

3. Develops approval criteria and perfornmance standards for | oans.

4. Reviews |large, conplex, or potentially controversial |oan and grant
docket s.

5. Recommends pl ans, prograns, and activities related to business | oan
pr ogr ans.

6. Provides environnental guidance and support.

7. Wses statistics, databases, and analysis of these itens to establish,
amend, or support program policy and to respond to public or private requests
for information.

8. Oversees the collection of statistics, maintenance of databases, and
provi des anal ysis and pl anni ng support regardi ng busi ness | oan and grant
programactivities.
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32 13 00 0002 Servicing D vision

Assi gnrment of Functi ons

1. Is responsible to the Deputy Adm nistrator, Business Prograns, for
devel opi ng and nai ntai ning servicing regulations. Directs the servicing of
busi ness | oans and grants.

2. Provides technical assistance to field enpl oyees and borrowers on
servi ci ng busi ness | oans and grants.

3. The division reviews |arge, conplex, or potentially controversial |oan and
grant dockets related to | oan servicing.

4. Develops servicing criteria and performance standards for |oans and
grants.

5. Reconmends servicing plans, prograns, and activities related to busi ness
| oan and grant prograns.

6. Provides environnental guidance and support.

7. Wses statistics, databases, and analysis of these itens to establish,
amend, or support program policy and to respond to public or private requests
for information.

8. Oversees the collection of statistics, nmaintenance of databases and

provi des anal ysis and pl anni ng support regardi ng busi ness | oan and grant
prograns servicing.
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32 13 00 0003 Specialty Lenders Division

Assi gnrment of Functi ons

1. Is responsible to the Deputy Adm nistrator, Business Prograns, for
directing, and devel opi ng and nmai ntai ni ng regul ati ons concerni ng the
processi ng and approval of Internediary Relending |oans, Rural Business
Enterprise grants, Rural Business (pportunity grants, and the Rural Econom c
Devel opnent | oan and grant prograns.

2. Provides technical assistance to field enpl oyees and borrowers on | oan and
grant processing and other activities.

3. The Division al so devel ops approval criteria and perfornance standards for
| oans and grants and ot her activities.

4. Reviews |large, conplex, or potentially controversial |oan and grant
docket s.

5. Recommends pl ans, prograns, and activities related to business | oan and
grant prograns.

6. Provides environnental guidance and support.

7. UWses statistics, databases, and analysis of these itens to establish,
amend, or support programpolicy and to respond to public or private requests
for information.

8. Oversees the collection of statistics, maintenance of databases, and
provi des anal ysis and pl anni ng support regardi ng busi ness | oan and grant
program processi ng and other activities.
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32 14 Ofice of the Deputy Adm nistrator, Community Devel opnent

Assi gnrment of Functi ons

1. For budget and accounting purposes, this office is |ocated under RBS. |Is
responsible to the Under Secretary, Rural Devel oprment, for coordinating and

overseeing all functions in the Community Qutreach and Enpowernent Program
ar eas.

2. Assists in providing | eadership and coordination to National and | oca
rural econom c and community devel oprment efforts.

(12-24-97) PN 284



RD I nstructi on 2003-A
Exhibit A
Page 100

32 14 00 0001 Enpower ment Program D vi sion

Assi gnrment of Functi ons

1. 1Is responsible to the Deputy Adm nistrator, Community Devel opnent, for
fornul ati ng policies and devel opi ng pl ans, standards, procedures, and
schedul es for the acconplishing RBS activities related to “comunity
enpower nent prograns,” including EZ/ EC, Aneri Corps, and other initiatives.

2. Develops informational naterials and provides technical advice and
services to support States on community enpower nent prograns.

3. Aso generates informati on about rural conditions and strategies and
techni ques for promoting rural econonic devel opnent for community enpower nent
pr ogr ans.

4. Develops and maintains liaison with other USDA Agenci es, other Federa
Departnments, State, local, and private organi zati ons, and universities
regardi ng strategi es and methods for pronoting conprehensive comunity and
econoni ¢ devel opnent .

5. Recommends programm ng and policy changes to neet the goals and objectives
for national comunity enpowerment policy, including comunity enpowernent
pr ogr ans.

6. Develops and naintains a base of program statistical, and other
informati on of use to community enpowermnment prograns in reassessing and
i npl erenti ng communi ty enpower nent strategic plans.



RD I nstructi on 2003-A

Exhi bit A
Page 101
32 14 00 0002 Community Qutreach Division
Assi gnrment of Functi ons
1. 1Is responsible to the Deputy Adm nistrator, Community Devel opnent, for

desi gni ng and overseei ng overall systens and devel opi ng resources to support
State and community level inplenmentation activities for RBS prograns.

2. Designs programdelivery systens and tools, renoves inpedinents to
effective community-level action, supports field offices with specialized
skills, and builds future organi zati onal capacity (budget, authority, m ssion
vision) for RBS prograns.

3. Provides data and technical assistance to State and Area Ofices in
targeting outreach and assistance to communities with high priority for RBS
i nvest ment s.

4. Devel ops nethods for working with rural business internediaries to assist
themin providing technical assistance to new, snall business.

5. For RBS prograns, establishes partnerships with National organizations
with grass-roots menbership to assure that prograns and initiatives are
designed and inplenented in a way that enpowers comunities to undertake self-
di rected devel opnent .

6. Provides Internet-based services to 1890 Land-grant universities, EZ/ EC

and Aneri Corps volunteers, linking RBS information support to communities with
hi gh | evel s of need.

(12-24-97) PN 284



RD I nstructi on 2003-A
Exhibit A
Page 102

32 15 Ofice of the Deputy Admi nistrator, Cooperative Services Prograns

Assi gnrment of Functi ons

1. Is responsible to the Admnistrator, RBS, for providing service to
cooperative associ ations by admnistering a programof research and anal ysis
of economc, social, legal, financial, and other related i ssues concerning

cooper at i ves.

2. Admnisters prograns to assist cooperatives in the organization and
managenent of their associations.

3. Administers a programfor econom c research and anal ysis of the marketing
aspects of cooperatives and on the application of econom c research findings
to i nprove the cooperatives' position in the narketplace.

4. Admnisters and nonitors activities of the National Sheep Industry
| mprovenent Center.

5. Oversees activities and facilitates work of the Appropriate Technol ogy
Transfer to Rural Areas Program

6. Develops approval criteria and the admnisters Rural Cooperative
Devel opnent Grant program

7. Collects, anal yzes and dissem nates statistics and history of U S
cooperatives for research, technical assistance, informational, and
educati onal purposes
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32 15 00 0001 Cooperative Marketing D vision
Assi gnrment of Functi ons
1. 1Is responsible to the Deputy Adm nistrator, Cooperative Services Prograns,

for participating in the formul ati on of National policies and procedures on
cooperati ve marketing.

2. Conducts research and anal ysis and gi ves techni cal assistance to farner
cooperatives on cooperative nmarketing of specialty crops, grains, oilseeds,
fruits, vegetables, and nuts to inprove cooperatives' nmnarket perfornance

t hrough operational, organizational, pricing, and marketing strategy

adj ust nent s.

3. Conducts research and anal ysis and gi ves techni cal assistance to farner
cooperatives on narketing of I|ivestock, aquacul ture, forestry, poultry, senen,
mlk, and dairy products to inprove their narket perfornmance and econom c
position.

4. Provides research, analysis, and technical assistance to U S cooperatives

in order to enhance their role in exporting and inporting agricultura
comodi ties and other products for the benefit of U'S. producers.
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32 15 00 0002 Cooperative Devel opment Divi sion

Assi gnrment of Functi ons

1. 1Is responsible to the Deputy Adm nistrator, Cooperative Services Prograns,
for participating in the formul ati on of National policies and procedures on
cooperati ve devel opnent .

2. Conducts eval uations and anal ysis of proposed new cooperatives to advise
on their viability and to devel op plans for inplenenting feasible operations.

3. Advises and assists rural resident groups and devel opi ng cooperatives in
i mpl erenti ng sound busi ness pl ans for new cooperati ves.

4. Provides research, analysis, and technical assistance to rural residents
on cooperative devel opment initiatives and strategies to inprove economc
condi tions through cooperative efforts.

5. Produces educational materials and provides training to cooperative
managers, nenbers, and those who provi de services to cooperatives to increase
their know edge of cooperative principles and operations.
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32 15 00 0003 Cooperative Resource NManagenent D vision
Assi gnnments of Functions
1. 1Is responsible to the Deputy Adm nistrator, Cooperative Services Prograns,

for participating in the formul ating of National policies and procedures on
cooper ative resource nanagenent.

2. Conducts research and anal ysis and gi ves techni cal assistance to
cooperatives on financial issues to help them establish sound and equitable
financi al prograns and poli ci es.

3. Conducts research and anal ysis and gi ves techni cal assistance to
cooperatives on their overall structure, strategi c managenent and pl anni ng,
and operational characteristics to inprove their use of resources, financia
policies, and ability to adapt to market conditions.

4. Conducts research and anal ysis of policy, taxation, Federal |aws, State
statutes, and common | aws that apply to cooperative incorporation, structure,
and operation to assist cooperatives in neeting | egal requirenents on policy
and taxation

5. Conducts research and provides training and counseling to new and

est abl i shed cooperatives to hel p them sol ve probl ens in governance and nenber
communi cation and rel ati ons prograns.

6. Provides research, analysis, and technical assistance to cooperatives on

cooperative farmsupplies, nanagenent, and ot her services to produce nore
effective and efficient distribution
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